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In recent years, ethics in the workplace has been a big issue. | understand that (he vast majority of
our employees are hard-working and honest but we have to review, revise and update our policy to insure
everyone knows we have a policy and that cach employee is educated and aware of the policy.

The residents of the City of Montgomery are our customers. The community must have faith that we
can do business in a fair and equitable manner. The City must have faith thal we can use tax payers’” dollars
wisely. The City must have faith we can weed out the bad apples withoui cover up. It is important that
everyone knows, understands and conforms to one standard. Hopefully, this policy will enhance our
reputation in the community. [Iyou have any questions about this policy at any time, please do not hesitate (o
conlacl your supervisor,

Itis the policy of the City of Montgomery 1o conduct government business fairly and cthically, As
employees of the Cily, each of us has an obligation to act fairly and honesily at all Gmes. Rules cannot
ouaranlec ethical conduct, onty the individuals who follow them can.

As a fiduciary of public funds, it is also very important that the City of Montgomery be responsible
and accountable for the management of taxpayers” dollars. Consequently, written standards on budgeting,
revenue and receipts, expenditures and disbursements, purchasing, contracts, payroll/persennel, fixed assels,
and inventory is now being provided o all departiment heads.

You will lind enclosed a manual containing the City’s fithics Policy, the Alabama Code of Ethics,
and the Cily’s Fiscal Policy and Procedures. 1t is imperative that a copy of the ethics policies be distributed
to cvery departmental supervisor in order for these documents to be made available (o every employec.
Additionally, all personnel that arc involved with the operation of the accounting infrastructure in the City
musl have aceess o a copy of the City’s Fiscal Policy and Procedures Manual, Please do not hesitaie (o
contact the Office of the Finance Director if you should have any questions regarding (he City’s Iiscal Policy
and Procedures Manual.

As Mayor ol the City of Montgomery, T appreciate your cooperalion segarding (he alorementioned
{S5UUS,

Sincerely yours,

Bobby N, 3right
Mayor

PHONE (334)201-2000 ¢ Fox (339) 2412600
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City of Montgomery Ethics Policy

CITY OF MONTGOMERY, ALABAMA
ETHICS POLICY

I. PURPOSE

The purpose of this policy is to provide all employees of the City of Montgomery with
minimum standards of ethical conduct to help ensure that the business of government is
free from improper influence, and also to help employees be aware of situations which
may pose ethical problems, and give them some guidelines for resolution of these issues.

We cannot legislate the hearts of men. Our code of ethics is designed to put in place a
policy to promote the prevention, detection, reporting and consequences of those who
violate the policy. Consequences include disciplinary action up to and including
dismissal.

I1. POLICY

A. All employees are expected to maintain the highest possible ethical and moral
standards and to perform within the laws of the State of Alabama and other rules and
regulations as may be set forth by the City. It is important to remember that the
compensation of all employees is paid through taxes and user fees, Therefore, each
employee assumes the responsibility to serve the public in an honest, effective and
friendly manner. The conflict of interest provisions of this policy apply to any person
who is an employee, agent, consultant, officer, or elected official or appointed official of
the City.

While it is impossible to identify every particular activity that might give rise to a
potential conflict of interest, thesc situations most often arise when an emplovee is
invited to accept an invitation of travel, meals, lodging and/or expenses in connection
with conferences, seminars and social events put on by private business seeking to do
business or actually doing business with the City.

B. Therefore, it is the policy of the City of Montgomery that no employee, agent,
consultant, officer, or elected or appointed official, shall:

1. Use their position for personal gain or engage in any transaction which
1s in conflict with the proper discharge of official duties.
EXAMPLE: A city council member cannot vote on a tax abatement
agreement for a company which employs him.

2. Use or disclose confidential information protected by law, unless
appropriately authorized,
EXAMPLE #1: Personal medical information cannot be disclosed.
EXAMPLE #2: The home address of a police officer, firefighter,
paramedic or other employee cannot be disclosed.
EXAMPLE #3: Personal tax information concerning a city income
taxpayer cannot be disclosed.
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Directly or indirectly solicit or accept anything of value, for personal
use or gain, whether in the form of a service, loan, item or promise
from any person, firm or corporation which is interested directly or
indirectly in any manner whatsoever in business dealings with the
City.

Accept compensation, loans, entertainment of more than a nominal
value, commissions, property, discounts or anything else of personal
tfinancial value from outside partics conducting transactions in which
the City might have an interest, or if it is made, offered or arises
because of the employee’s position with the City.

EXAMPLE: Although vendor paid lunches are discouraged, periodic
business lunches not exceeding $25.00 may be accepted (unless it is
paid for every week as a regular event). An all expense paid trip to the
Bahamas provided by the vendor would be a conflict. Similarly, a
discount from a local restaurant or retail store offered to a specific City
employee would be a conflict. However, discounts offered to all City
employees are permitted.

Engage in or accept private employment or render service for private
interest when such employment or service is incompatible with the
proper performance of the employee’s official duties or would tend to
impair independent judgment or action in the performance of official
duties.

EXAMPLE #1: A police officer is prohibited from living rent free in
an apartment complex under the guise of being security for the
complex.

EXAMPLE #2: An employee of the City’s Engineering Department is
prohibited from having a pavement company doing business with the
City; pave his private driveway at a cost less than the market price
paid by other consumers of the paving company.

While an employee, or for onc year thercafter, represent another
person before a public agency on any matter in which the employee
personally participated as an employee.

EXAMPLE: A City altorney cannot represent a private business
entity before the City Planning Commission, while employed by the
City. Nor, can a City attorney represent a private business entity who
initiates an action before said commission during his employment with
the City for a period of twelve months after his employment ends.

Receive or agree to receive outside compensation for service rendered
in a matter before any office or department of the City.

EXAMPLE: An employee can receive payment for speaking or
writing  services through a business established before her/his
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employment by the City so long as the payment is not from a party
regulated by or doing or seeking to do business with the City or the
speech is given as part of his/her employment.

8. Have a personal inferest in a contract with the City or use their
position or authority to sccure approval of a public contract in which
the employee, a member of the employee’s family or business
associate has an interest. Employment by the City is a “contract” for
this purpose.

EXAMPLE #1: An employee can operate a pet supply business but
said employee cannot contract to furnish or furnish pet supplies to the
City for its Police Department’s Canine Unit.

EXAMPLE #2: A City Personnel Director cannot hire or supervise as
a City employee, his wife, child, brother, sister, father or mother.

C. All employees are required to comply with all criminal laws of the United States, the
State of Alabama and the City of Montgomery.

D. It is the City’s duty to inform its employees and its vendors of the ethics policy and it
is the employees and vendors’ responsibility to understand the policy and comply with
the ethics policy.

E. The following policy is joined to the City of Montgomery Ethics Policy by referencing
herein:

Chapter 4, Section X1 Travel Procedures, Fiscal Policies and Procedures Manual

I REPORTING POLICY VIOLATIONS OR WORKPLACE MISCONDUCT
All employees are required to report any illegal activity or policy violations. Failure to do
so not only violates city policy but may be in itself a violation of the policy or law. In
addition, knowingly and inteationally making a false report of a violation is cause for
disciplinary action up to and including termination.

You can report ethics violations to whoever you feel most comfortable with as long as it
i8 your supervisor, the Police Department, the Internal Affairs Office or the Mayor’s
Office. Every effort will be made {0 create a hotline for reporting of violations. If
requested, every effort will be made to ensure confidentiality if possible on your
disclosure of information.

IV. CONSEQUENCES OF VIOLATING POLICY
Each employee is accountable for his/her own actions. Anyone who violates this policy is
subject to appropriate disciplinary action up to and including termination.

Any one convicted of violating the ethics policy will be dismissed and cannot be
compensated by vendors or any other employment agency at the expense of the City.
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V. RETALIATION FOR REPORTING ETHICS VIOLATIONS IS PROHIBITED
It is against City policy to retaliate against anyone for making a report of violations of
ethics in good faith. It is management’s responsibility to ensure adherence.

It is the responsibility of each employee to report to his/her supervisor, Police
Department, the Internal Affairs Office or the Mayor’s Office any abuses or suspected
abuses and criminal conduct and/or suspected criminal conduct. There will not be any
retaliation or intimidation of any employee who reports any misuse of the ethics policy. It
is the responsibility for all employees to report misuse and those that have knowledge and
do not report it will be considered part of the misuse. He/she should understand
everybody has a responsibility to report suspected misuse of the ethics policy.

VL. EMPLOYEE EXPECTATIONS

All employees are required to read, understand and follow the ethics policy. Enforcement
is the direct responsibility of the employees’ supervisor. Not every situation can be
covered by this policy and when not, common sense is expected to prevail in a manner
that will bring favor to the city at large. If situations come up that are not addressed by
this policy, please contact the Personnel Department.

A. Any employee in doubt as to the application of this Section or other ethics laws or
regulations may seck the advice of the City Attorney and/or the Alabama Ethics
Commissiorn.

B. New employees will have access to the Alabama’s Ethics Laws (Code of Alabama
1975, Sections 36-25-1 through 36-25-30) via their immediate supervisor. Please Sce

C. Anyone who is found to have violated the provisions of this Section shall be subject to
disciplinary action, as well as, possible criminal charges, which can range from a Class A
misdemeanor to a Class B felony.,
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EXHIBIT 1-1 ALABAMA CODE OF ETHICS

CODE OF ALABAMA
1975

Code of Ethics for Public Officials,
Tmployees, ete.

Chapter 25 of Title 36
(Public Officers and Employees)

(Sections 36-25-1 through 36-25-30)

Alabama Lthics Commission
Suite 104, RSA Union Building
100 North Union Street
Montgomery, Alabamsa 36104

Telephone 334-242-2997
Fax 334-242-0248
Wely Site ywww.ethics.alaline.net

James L. Snmner, Jr., Director
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EXHIBIT 1-1 CONTINUED ALABAMA CODE OF ETHICS

CODE OF ALATTAMA
TITLE 36.
PUBLIC OFFICERS AND EMPELOYEES
CHAPTER 25

CODE OF ETHICS FOR PUBLIC OFFICIALS, EMPLOYEES, ETC.

Section Sectios
36-25-1 Pefinibons. 36-25-15 Candidates Filing Statement of’
36.25.2 Purpose of chapler. Economic inlerests
36-25-3 State Fthics Commission Details 36-25-16 Contracts and relationshbips
36-25- State Lthics Conmission 36-25-17 Violations
Complaints Received 30-25-18 Registration of lobbyists
36-25-3 Personal Gain 36-25-19 Loblbyists” quarterly reports
36-25-6 Conlrilutions 36-25-20 Lobbyist terminations
36-25-7 Recaiving things of value 36-25-24 Pubtic records availability
36-25-8 Disclosing confidential 36-25-22 Exclusion of certain professions
information 36-25-23 Former Legislators privileges
36-25-9 Service on boards 36-25-24 Supervisor diserimination
36-25-10 Representation of client 36-25-25 Ialse accusations
36-235-11 lintering into contracts 36-25-26 False reporting
36-25-12 Offering a thing of value 36-25-27 Viclation penalties
36-25-15 Revolving door 36-25-28 Citizens” constitutional rights
36-25-14 Filing Statement of Eeonomic 36-25-29 [egisiative appropriations
Interests 36-25-30 Chapter’s refalion Lo other laws

Revised 9/2008 6
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EXHIBIT 1-1 CONTINUED ALABAMA CODE OF ETHICS

Delinifions.

Whenever used in this chapter, the following words and terms shall have the following meanings:

(1) BUSINESS. Any corporation, partaership, proprietorship, firm, enterprise, franchise,
association, organization, sel-employed individual, or any other legal entity.

(2) BUSINESS WITH WHICH THE PERSON IS ASSOCIATED. Auy business of which the
person or a member of his or her family is an officer, owner, partner, board of director member,
employee, or holder of more than five percent of the fair market value of the husiness.

(33 CANDIDATE. This term as used in this chapter shall have the same meaning ascribed 1o it in
Section 1 7-22A.2.

(4Y COMMISSION. The State Ethics Commission.
{5) COMPLAINT. Writien attegation or allegations that a violation of this chapter has ocourred.

(6) COMPLAINANT. A person who alleges a viotation or violations of this chapter by filing a
complaint against a respondent,

(7 CONFIDENTIAL INFORMATION. A complaint filed pursuant to this chapter, together with
any statement, conversations, knowledge of evidence, or information received from the
complatnant, witness, or other person yelaied lo such complaint.

(8) CONFLICT OF INTEREST. A conflict on the part of a public official or public employes
between his or ber private iaterests and the official responsibilitics inherent in an office of public
trust, A conllict ol interest involves any action, inaction, or decision by a public official or public
employee in the discharge of his or her official duties which would materially affect his or her
financial interest or those of his or her family members or any business with which the person is
associated in a manner different from the manney it affects the other members of the class to which
he or she befongs. A conflict of interest shall not include any of the following:

a. A loan or financial transaction made or conducted in the ordinary course of business.
b. An occasiondd nonpecuniary award publicly presented by an organization for performance of
public service.

¢. Payment of or reimbursement for actual and necessary expenditures for travel and subsistence
for the personal ailendance of a public official or public employee at a convention or other meeting
atwhich he or she is scheduled to meaningfully participate in connection with his or her official
duties and for which attendance no reimbursement is made by the stale.

d. Any campaign contyibution, including the purchase of tickets to, or advertisements in jounals,
for political or testimonial dinners, i the cantribution is actually used for political purposes and is
ot given under circumstances from which it could reasonably be inferred thai the purpese of the
confribution is 10 substantially influence a public official in the performance of his or her official
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EXHIBIT 1-1 CONTINUED ALABAMA CODE OF ETHICS

duties,
(MY DAY, Calendar day.

(10) DEPENDENT. Any person, regardless of his or her legal residence or domicile, who reccives
50 percent or more of his o her support frem the public official or public employee or his or her
spouse or who resided with the public official or public empleyee for more than 180 days during
the reporting period.

(I FAMILY MEMBER OF THE PUBLIC EMPLOYEE. The spouse or a dependent of the
public employec,

({2} FAMILY MEMBER OF THE PUBLIC OFFICIAL. The spouse, a dependent, an adult child
and his or her spouse, a parent, a spouse's parenls, a sibling and his or her spouse, of e public
official,

(13) GOVERNMENTAL CORPORATIONS AND AUTHORITTES. Public or private
corporations and anthorities, including but not limited to, hospitals or ather health care
corporalions, established pursuant (o state law by state, counly or municipal governments for the
purpose of carrying out 4 specific governmental function. Notwithstanding the foregoing, all
employees, including contract empleyees, of bospitals or other health care corporations and
anthorities are exempl vom the provisions of this chapter.

(14) HOUSEHOLI. The public official, public employee, and his or her spouse and dependents.

(IS} LAW ENFORCEMENT OFFICER. A full-time employee of 2 govemnmental anit responsible
for the prevention or investigation of erime wha is authorized by law to carry firearms, execute
search warrants, and make arrests.

(16) LEGISLATIVE BODBY. The Senate of Alabama, the Heuse of Representatives of Alabama, a
county commission, city council, city commission, town council, or municipal couneil or
comntission, and any commitiee or subcommitice thereof,

(7Y LOBIBYING. The practice of promaoting, opposing, or in any manner influencing or
atlempting fo influence the introduction, defeat, or enactiment of legislation before any legistative
dody; oppesing, or in any manner influencing the executive approval, veto, or amendment of
fegistation; or the practice of promoting, oppesing, or i any manner influencing or alterpting to
influence the eractment, promulgation, modification, or deletion of regulations before any
regidatory body; provided, howeves, that providing public testimony before a legisiative body or
seghlatory body or any committee thereol shall not be deemed lobbying,

(I8YLOBBYIST.
2. The ferm lobbyist includes any of the following:

LA pesson wha recelves compensation or reimbursement from another person, group, or entity (o
Jobby.

2. A person who fobbies as a regular and usual part of employment, whether or not any
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EXHIBIT 1-1 CONTINUED ALABAMA CODE OF ETHICS

conipensation in addition {o reguiar salary and benefits is recejved.

3. A person who expends in excess of one hundred dollars (§100) for a thing of value, not
including funds expended for travel, subsistence expenses, and literature, bultons, stickers,
publications, or other acts of free speech, during a calendar year to lobby.,

4. A consultant to the state, county, or municipal fevels of government or their instrumentalities, in
any manaer employed o influence legistation or regulation, regardless whether the consultant is
paid i whole or part from stale, county, municipal, or private funds,

5. Anemployee, a paid consultant, or & member of the stalf of a lobbyist, whether or not he or she
is paid, who regularly communicates with members of a legislative body regarding pending
legislation and other matters while the fegislative body is in session,

b. The term lobbyist does not include any of the following:
1. A member of a legislative body on a matter which invelves that person's official duties.

2. A person or altormey rendering professional services in drafiing bilis or in advising clients and
in rendering opinions as to the construetion and effect of propoesed or pending legislation,
executive action, or rules or regulations, where those professional services are not athorwise
connected wilh lepisiative, executive, or regulatory action,

3. Reporters and editors while pursuing normal reportorial and editorial duties.

4. Any cilizen not expending funds as sel out above in paragraph a.3. or not Jobbying for
compensation who contacts a member of a legislative body, or gives public testimony on a
particular issue or on particular legislation, or for the purpose of influencing legislation and who is
merely exercising his or her constitutional right to communicate with members of' a legislaiive
body.

5. A person who appears before a legislative body, a regulatory body, or an executive agency o
cither sell or purchase goods or services,

6. A person whose primary duties or responsibitities do not include lebbying, but who may, from
time fo fime, erganize social events for members of a legislative body (o meet and confer with
members of professional organizations and who may have only irregular contacts with members of
a legistalive body when the body is not in session or when the body is in recess.

{19) MINOR VIOLATION. Any vielalion of this chapler in which the public official or public
employee receives an econontc gain in an ameunt less than two hundred fifty doliars (5230 or the
governmental entity has an economic joss of less than two hundred fifty dollars (3250}

(20) PERSON. A business, individual, corporation, parinership, union, association, firm,
commitiee, chb, or othey organization or growp of persons.

1Y PRINCIPAL. A person or business which employs, hites, or otherwise retaing a lobbyist.,
Nothing in this chapier shall be deemed (o prohibit a principal from simullancously serving as his
or her own lobbyist.

Revised 9/2008 G
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EXHIBIT 1-1 CONTINUED ALABAMA CODE OF ETHICS

(22) PROBABLE CAUSE. A finding that the allegations sve more likely than not to have
occurred.

(23) PUBLIC EMPLOYEE. Any person employed at the state, county, or municipal level of
govermment or their instrumentalitises, including governmental corporations and authorities, but
excluding employees of hospitals or other health care corporations inciuding contract employees of
those hospitals or other health care corporations, who is paid in whole or in part from state, county
or municipal fiumds. For puzposes of this chapter, a public employee does not include a person
employed on a part-time basis whose employment is limited 1o providing professional services
other than lobbying, the compensation for which constitutes less than 50 percent of the parl-time
employee's income.

(24) PUBLIC OFFICIAL. Any person elected to public office, whether or not that person has
taken office, by the voie of the people at state, county, or municipal level of government or their
instrumentalities, including governmental corporations, and any person appeinied o a position at
the state, county, ar musicipal levet of government or their instrumentalities, including
governmental corporations. For purposes of this chapler, a public official includes the chairs and
vice-chairs or the equivalent offices of cach sfale political parly as defined in Section 17.16-2,

(25} REGULATORY BODY. A state agency which issues regulations in accordance with the
Alzbama Administrative Procedure Act or a siate, connly, or municipal department, ageney, board,
or commission which controls, according to rule or regulation, the activities, business licensure, or
functions ol any group, person, or persons.

{26) REPORTING PERIOD. The reporting official's or employee's fiscal tax year as it applies to
his or her Unied States personal income tax return,

(27 REPORTING YEAR. The reporting official's or employec's (iscal tax year as it applies to his
or her United States personal income tax return.

(28) RESPONDENT. A person alleged Lo have violated a provision of this chapter and against
whont & complaint has been filed with the commission.

(29) STATEMENT OF ECONOMIC INTERESTS. A financial disclosure form made available
oy the comniission which shail be completed and filed with the comimnission prier to April 30 of
each year covering the preceding calendar year by cerfain public officials and public employees.

(30) SUPERVISOR. Any person having authorify to hire, transfer, suspend, lay off, recall,
promote, discharge, assign, or discipling other public employees, or any person responsible to
direct them, or to adjust their grievances, or to recommend personnel action, if, in connection with
the foregoing, the exercise of the anthority is not of a merely routine or clerical nature buf requires
the use of independent judgment.

GLYTHING OF VALUE,

a. Any pift, benefii, favor, service, gratuity, tickets or passes to an entertainment, social ar sporting
event offered only t@ public officials, unsecured loan, other than those loans made in the ardinary
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EXHIBIT 1-1 CONTINUED ALABAMA CODE OF ETHICS

course o business, reward, promise of future emaployment, or honoraria.

b, The term, thing of value, dees not include any of the following, provided that no particular
course of action is required as a condition to the receipt thereof:

. Campaign contribution.

2. Seasonal gifts of an insignificant economic value of less than one hundred doliars ($100) if the
aggregate value of such gifts from any single doner is less than two hundred fifty dollars ($250)
daring any one calendar year,

3. Hospitality extended to 2 public official, public employce, and his or her respective houschold
as a soclal oceasion in the form of food and beverages where the provider is present, lodging in the
continental United States and Alaska incidental to the social occasion, and tickels to social or
sporfing evenls if the hospitality does not extend beyond three consecutive days and is not
continuous in nature and the aggregate value of such hospitality in excess of two hundred {ifty
dotlars ($250) within a calendar day is reported to the commission by the provider provided that
the reporting requirement contained in this section shall not apply where the expenditures are made
10 or on behalf of an organization 10 which a federal income tax deduction is permitted under
subparagraph (A) of paragiaph (1) of subsection (L) of Section 170 of the Internai Revenue Code
of 1986, as amended, or any charitable, education ar eleemosynary cause of Section 501 of Tiile
26 ofthe U.S. Code, and where the public official or public employee does not receive any direct
financial benefit. The reporting shall include the name or names of the recipient or recipients, the
vajue of the entive expenditure, the date or dates of the expenditure, and the type of expenditure,

4. Reasonable transportation, food and beverages where the provider is present, and lodging
expenses in the continental United States and Alaska which are provided in conjunction with an
educational or informational purpese, together with any hospitality associated therewitly; provided,
ihat such hospitality is less than 50 percent of the time spent at such event, and provided further
that il the aggregate value of such transporlation, lodging, food, beverages, and any hospitality
provided to such public employee, public official, and his or her respective household is in excess
of two hundred fifty dollars ($2503 within a calendar day the total amount expended shall be
reporled to the commission by the provider. The reporting shall include the name or names of the
recipient or recipients, the vajue of the entire expenditure, the date or dates of the expenditure, and
the type of expenditure,

5. Payment of or reimbursement for actual and necessary expenditures for travel and subsisience
of'a public official or public employec in connection with an economic development research or
trade nission, or for attendance al a mission or meeting in which he or she is scheduled to
meaningwly parGcipate, or regarding matfers refated to his or her official duties, and for which
allendance no reimbursement is made by the state; provided, that any hospitality in the form of
enterfainment, recrcation, or sporting events shali constitute less than 25% of the time spent in
connection with the event. I the aggregate value of any such hospitality extended 10 the public
amployee, public official, and his or her respective household is in excess of two handred fifty
dollars (8250} within a calendar day, (he telal amount expended for that day shall be reported (o

the commission by the provider, The reporting shall include the name or names of the recipicnt or
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EXHIBIT 1-1 CONTINUED ALABAMA CODE OF ETHICS

recipients, the value of such expenditures, the date or dates of the expendilure, and the type of
expenditure,

6. Promotional items commonly distributed to the general public and food or beverages of a
nominal value,

c. Nothing in this chapter shall be deemed to Hmit, prokibit, or otherwise require the disclosure of
a personal gift made to a public official or public employee fiom a spouse, intended spouse,
dependent, acult child, sibling, parent, grandparent, uncle, annt, nephews, nieces or cousing of the
public official or public employee, except as otherwise provided by law.

d. Nothing in this chapter shall be deemed 1o Himit, prohibil, or otherwise require the disclosurs of
gifls through inheritance received by & public employee or public official,

(32) VALUE. The fair market price of a like item if purchased by a private citizen.

(Acts 1873, No. 1056, p. 1699, &secr;2; Acts 1975, No. 130, p. 603, &seer1; Acts 1979, No, 79-698, Ik
Acty 1982, No. 82-429, p. 677; Acts 1984, No, 86-321, p. 475, &sect;]; Acts 1995, No. 95-194, p. 269, &see;];
Acts 1997, No. 97-651, p. 1217, &yect;1.)

Legislative findings and declarations; purpose of chapter,
(a) The Legislalure bereby finds and declares:

{1y 1t3s essential o the proper operation of democratic government that public officials be
independent and impartial,

(2) Governmental decisions and policy should be made in the proper channels of the governmiental
structure.

(3} No pubtic office should be used for private gain cther than the remuneration provided by law.
{4} 1tis impartant that there be public confidence in the integrity of government,

{5} The atiaimment of one or more of the ends set Torth in 1his subscction is impaired whenever
there exists a confiict of interest between the private interests of a public official or a public
employee and the duties of the public official or public employee.

{6) The public interest requires that fhe law protect against such conflicts of interest and establish
appropriate cihical standards with respeot to the conduct of pubtic officials and public employees
in situations where conflicts exist.

{b} Itis also essential to the proper operation of government that those best qualified be
encouvaped o serve in government. Accordingly, legal safeguards against conflicts of interest shal
be so designed as not 1o annecessarily or unreasonably impede the service of those men and
wamen who are clecled or appeinted 1o do so. An essential principle underlying the staffing of our
governmental structure is that #s public officials and public employees should not be desied the
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EXHIBIT 1-1 CONTINUED ALABAMA CODE OF ETHICS

opportunily, available to all other citizens, to acquire and retain private economic and other
inferests, except where conflicts with the responsibility of public officials and public employees to
the public cannol be avoided.

{e) The Lepislature declares that the operation of responsible democratic povernment requires thal
the fullest opporlunity be afforded 1o the people to pelition their povernment for the redress of
grievances and to express freely o the legislative bodies and to officials of the executive branch,
their opinions on legistation, on pending governmental actions, and on current issues. To preserve
and maintain (he integrity of the legislative and administrative processes, it is necessary that the
identity, expenditures, and activilies of certain persons who engage in efforts to persuade members
of the lepistative bodies or members of the executive branch 1o take specific actions, either by
direct communication (o these officials, or by solicitation of others 10 engage in such efforts, be
publicly and regulacty disclosed. This chapter shall be liberally construed o promote complete
disclosure of all relevant information and to insure that the public interest is fully protected.

(d) It is the pelicy and puspose of this chapter to implement these objectives of protecting the
inteprity of all governmental units of this state and of facilitating the service of qualified personne)
by preseribing cssential restrictions against conflicts of interest in public service without creating
unnecessary barriers thereio,

(Aety 1973, No. 1056, p. 1699, §§1; Acts 1975, No, 130, §§1; Acts 1993, No, 95-194, p. 269, §§1.)

Scction 36-25-3
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State Ethics Commission - Creation, composition, qualifications, appoiniment, terms of
oifice, vacancies, officers; annual reports; compensation; applicability of chapter to
members, officers, ete.; director and staff,

(a) There is hereby created a State Fithics Commission composed of five members, each of whom
shall be & fair, equitable citizen of this state and of high mosal character and ability. The following
persons shall not be eligible to be appointed as members: (1) a public official; (2) a candidate; (3)
a registered lobbyist and his or her principal; or (4) a former employee of the commission. For
purposes of this section, a public official shall not be deemed to include a part-time municipal
judge and a registered lobbyist shall not be deemed to include & person whose lobbying activities
are Hmited {e providing public testimony to a legisfative body or regulatory body or committee
thereof, No member of the commission shalf be eligible for reappointment to succeed himself or
herself. The members of the commission shall be appointed by the foliowing officers: the
Governor, the Lieutenant Governor, or in the absence of a Lieutenant Governor, the Presiding
Officer of the Senate, and the Speaker of the Flouse of Representatives and shall assume their
duties upon confirmation by the Senate. The members of the first commission shall be appointed
for terms of office expiring one, two, three, four and five years, respectively, from September 1,
1975, Successors (0 the members of the first commission shall scrve for a term of five years
beginning service on Seplember | of the year appointed and serving until their successors are
appointed and confirmed. If at any time there should be a vacancy on the commzission, a successor
member 1o serve for the unexpired term applicabie to such vacancy shall be appoinied by the
Governer. The commission shall efest ane member to serve as chair of ihe commission and one
member to serve as vice chair, The vice chalr shall actas chair in Ute absence or disability of the
chair or in the event of a vacancy in that office.

Beginning with the first vacancy on the Ethics Commission afier Qctober 1, 1995, if there is not a
Black member serving on the commission, that vacancy shall be filicd by a Black appointee. Any
vacancy thercafler occurring on the conunission, shali also be filled by a Black appeintee i there is
10 Black member serving on the commission al that time.

{b) A vacancy in the commission shat] not impair the right of the remaining members (o exercise
all the powers of the commission, and three members thereof shall constitnie a quorum,

(¢) The commission shall as the close of cach fiscal year, ar as soon thereafler as practicabie,
report o the Legislature and the Governor concerning the actions # has (aken, the name, salary,
and duties of the director, the names and dutics of all individuals in its employ, the money il has
dishursed, other relevant matlers within its jurisdiction, and such reconumendations for Jegistation
as the conmmission deems appropriate,

{d} Menibers of the commission shall, while serving on the business of the commission, be entitled
to receive compensation at the vate of fifiy dotlars ($50) per day, and each member shal} be paid
his or her travel expenses incurred in (he performance of his or her duties as a member of the
commission as other state employees and officials are paid when approved by the chair. IF for any
reason a member of (he commission wishes not fo claim and accept the compensation or travel
expenses, the member shall inform the divector, i writing, of the refusal. The member may at any
time duging his or her term begin accepling compensation or travel expenses; however, the
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member's refusal for any covered pexried shall act as an irrevocable waiver for that period.

(e) All members, officers, agents, atlorneys, and employees of the commission shall be subiect to
this chapler. The director, members of the commission, and all employees of the commission shall
not engage in direct partisan political activity, including the making of campaign contributions, on
the state, county, and local levels, The prohibition shall in no way act to Hmit or restrict such
persons' ability to vote in any election.

{f) The commission shall appoint a full-time direclor. The director shall serve at the pleasure of the
commission and shall appoint such other employees as needed. All such employees, except the
director, shall be employed subject to the provisions of the State Merit Systein Law, and their
compensation shall be preseribed pursuant to such law, The employment of atforneys shall be
subject to subsection {h). The compensation of the director shall be fixed by the commission,
payable as the salaries of other state employees. The director shall be responsible for the
administrative operations of the commmission and shall administer this chapter in accordance with
the comnission's policies. No regulation shail be implemenied by the divector until adopted by the
commission in accordance with Sections 41-22-1 10 41-22-27, inclusive, the Alabama
Administrative Procedire Act.

() The direclor may appoint part-time stenographic reporters ar certified court repoiters, as
needed, to take and transcribe the testimony in any {formal or informal hearing or investigation
before the commission or before any person authorized by the commission, The reporters shall not
be full-time employees of the commission and shali not be subject to the Merit System law and
may not participate in the State Retirement System,

() The director may, with (he approval of the Attorney General, appoint a competent attorney ag
tegal counset for the comnission. The legal counsel shall be of pood moral and ethical characier,
licensed to practice Jaw in this state, and 2 member in good standing of the Alabama Bar
Association. The legal counsel shall be comnussioned as an Assistant or Deputy Allorney General
and shall, in additon to the powers and duties herein conferred, have the authaority and duties of an
Assistant or Deputly Alterney General, except, that his or her entire time shail be devoted to the
commission. The atiorney shall act as an allorney for (he commission in actions or proceedings
brought by or against the comnission pursuant (o any provisions of law under the connmnission’s
jurisdiction, or in whicl the commission joins or intervenes as to a matter within the commission's
jurisdiction, or as & friend of the court or otherwise; provided however, nothing in this chapter
shall be deemed as a divect prant of subpoena power to the commission.

{1} The director shali designate in writing the chief investigator, should there be one, wnd a
maximum of six fuil-lime mvestigators who shall be and are hereby constituted law enforcement
officers of the State of Alabama with full and unlimited police power and jurisdiction o enforee
the laws of this stale pertaining to the operation and adiministration of the conmiission and this
chapter. Investigators shall meet the requirements of the Alabama Peace Officers' Standards and
Traiming Act, Sections 36-21-40 1o 36-21-51, inclusive, and shall in all ways and for all purposes
be considered Javw enforcement officers; provided however such investigators shall only exercise
thehr power of arrest as granted under this chapter pursiant to an order issued by a court of
compelent jurisdiction,
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{Acts 1973, No. 1056, p. 1699; Acis 1995, No. 95-194, . 269, §§1.)

Scetien 36-25-4

State Eihies Conumission - Duties; complaint; mvestigation; rights of respondent concerning
hearing; collection of fees; result once violation found.

(a) The commission shall do all of the following:

(1} Prescribe forms for statements required to be filed by this chapter and make the forms
available 1o persons required Lo file such statements,

{2) Prepare gidelines setling forth recommended uniform methods of reporting for use by persons
requited to file statements required by this chapter.

(3) Accept and file any writlen information veluntazily supplied that exceeds the requirements of
this chapter,

(4} Develop, where practicable, a filing, eoding, and cross-indexing system consistent with the
purposes of this chapter.

(%) Make reports and statements filed with the commission available during regular business hours
10 public inquiry subject to such regulations as the sommissicn may preseribe including, but not
limited 10, regutations requiring identification by name, occupation, address, and felephone mmmber
of gach person examining information on file with the commission.

(6} Preserve reports and starements for a period consislent with the statute of limitations as
contained in this chapter. The reporls and statements, when no longer required to be retained, shall
be disposed of by shredding the reports and statements and disposing of or recycling them, or
otherwise disposing of the reports and statements in any other manner prescribed by law. Nothing
in this section shall in any manner limit the Department of Archives and History from receiving
and retaining any documents pirsuant o existing law,

(7} Make mvestigations with respect (o statements filed pursuant to this chapter, and with respect
to alleged failures to file, or omissions contained therein, any statement required pursuant (o this
chapter and, upen complaim by any individual, with respect to alleged violation of any part of fhiy
chapler to the extent authorized by Jaw when in its opinien a thorougl audit of any person or any
business shoukd be made in order to determing whether this chapier has been violated, the
commission shall dircet the Examiner of Public Accounts (o have an audit made and a report
thereo! filed with the commission. The Examiner of Fublic Accounts shall, upon receipt of the
directive, comply therewith.

(8) Report suspected viokations of law 1o the appropriate law-enforcement authorities.

(9) Issue and publish advisory opinions on the requirements of (his chapter, based on 2 real or
hypolhetical set of circumstances. Such advisory opinions shall be adepted by a majority vote of
the members ol the commission present and shall be effective and deemed valid until expressly
overruled or altered by the commission or a court of competent jurisdiction. The written advisory
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opinions of the commission shall protect the person at whose recquest the opitdon was issued and
any other person reasonably relying, in good faith, on the advisory opinion in a materially Jike
circumstance from lability to the slate, a county, or a municipal subdivision of the state because of
any action performed or action refrained fram in reliance of the advisory opinion, Nothing in this
section shall be deemed to protect any person relying on the advisory opinion if the reliance is not
in good faith, is not reasonable, is not in a materially like civcumstance. The commission may
impose reasonable charges for publication of the advisory opinions and monies shall be collected,
deposited, dispensed, or relained as provided herein. On October 1, 1995, all prior advisory
opinions of the conumission in conflict with this chapter, shall be ineffective and thereby deemed
invalid and otherwise overruled unless there has heen any action performed or aclion refrained
from in reliance of a prior advisory opinion,

(10} Initiate and continue, where practicable, programs for the purpose of educating candidates,
officials, employees, and citizens of Alabama on matters of ethics in government service.

(11) In accordance with Seclions 41-22-1 1o 41-22-27, inclusive, the Alabama Administrative
Procedure Act, prescribe, pubtish, and enforce rules and regulations to carry out this chapter.

(L) A complaint filed pursuant to this chapter, together with any statement, evidence, or
inforination received from the complainant, witnesses, or other persons shall be protected by and
subject to the same restrictions relating to secrecy and nondiscloswre of information, conversation,
knowledge, or evidence of Sections 12-16-214 o 12-16-216, inclusive. Such restrictions shall
apply to ail investigatory activities taken by the director, the commission or a member thereof,
staff, enoployecs, or any person engaged by the commission in response 1o a complaint filed with
the commission and (o all proceedings relating therelo before the commission,

(¢) The commission shall not take any investigatory action on a telephonic or writlen complaint
against a respondent so long as the complainant remains anonymous. Investigatory action ona
complaint from an identiliable sonrce shall not be initiated until the true identity of the source has
been asceriained and written verificalion of such ascertainment is in the commission’s fifes. The
comyplaint may oniy be filed by a person who has or persons who have actual knowledge of the
allegations contained in the complaipt, A complainant may not file a complaint for another person
or persons in ovder 1o cireumvent this subsection. Prior fo commencing any investigation, the
commission shall: (1) receive a written and signed complaint which sets forth in detail the specific
charges against a respondent, and the factual allepations which support such charpes and (2) the
director shall conduct a prelbminary inguiry it order {o make an initial defermination that
reasonable cause exists 10 conduct an investigation. 1f the director determines reasonable cause
does not exist, (he charges shall be dismissed, but such action must be reported to the commission,
The commission shall be entitled to authorize an investigation npon & wnanimous written consent
of all Gve (5) commission members, apon an express finding thal probable cause exists that &
violation or violations ol this chapler have occwrred. A complaint may be initiated by the
unanimous vote of the commission, provided, however, thal the commission shall not conduct the
hearivg, but rather the hearing shall be conducted by three (3) active or retived judges, who shall be
appointed by the Chicl Justice of the Alabania Supreme Cowrt, at least ene of whom shali be
Biack. The three (3) judge panel shall conduct the hearing in accordance with the procedures
contained in this chapter and in accordance with the rules and regulations of the commission, 1 the
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three (3} judge panel wnanimously finds 1hat 2 person covered by thig chapter has violated it, the
three (3] judge panel shall forward the case to the district attorney for the jurisdiction in which the
alleged acts cecurred or fo the Allorney General, In all matters that come before the commission
concerning a complaing on an individual, the laws of due process shall apply.

(d) Mot less than 45 days prior to any hearing before the comimission, the respondent shall be
given netice that a complaint has been filed against him or her and shall be given a summary of the
charges contained therein. Upon the timely request of the respondent, a continuance of the hearing
for not less than 30 days shali be granted for good cause shown. The respondent charged in the
complaint shall have the right to be represented by retained tegal counsel. The commission may
not require the respondent 1o be a wilness against himself or herself,

{e) The commission shall provide discovery (o the respondent pursuant to the Alabama Rules of
Criminal Procedurs as promulgated by the Alabama Supreme Court.

(NCEY ALl fees, penalties, and fines collected by the commission pursuant 1o this chapter shall be
deposited info the Stale General Fund,

(2) Al monies colleeted as reasonable payment of costs for copying, reproductions, publications,
and lists shall be deemed s refund against disbursenient and shall be deposited into the appropriate
fund account for the use of the commission.

{2} If the commission finds cause that a person covered by this chapter bas violated it, the case and
the commission’s findings shall be forwarded (o the district atlomey for the jwrisdiction in which
the alleged acts occurred or o the Attorney General, The case, along with the commission's
findings, shait be referred for appropriate legal action. Nething in this section shall be deemed to
fimit the commission's ability (o take apprepriate legal action when so requested by the district
attorney for the appropriate jurisdiction or by the Attorney General,

(Acty 1973, No. 1035, p. 1639, 8§18, Acts 1975, Ne. 130, p. 603, §§1; Acty 1979, No. 79-480, p. 814; Acts 1995,
No. 95-194, p. 269, §§1.)

¥

Section 36-25-3

Use of official position or office for personal gain,

(a) Mo public official or pullic empleyee shall use or canse to be vsed his or her official position
or office to oblain personal gain for himself or herself, or family member of the public employee or
famify member of the publie official, or any business with which the person is associated unless
the use and gain are otherwise specifically authorized by law, Personal gain is achieved when the
public official, public empleyes, or a family member thereof receives, obtains, exerls conlral over,
ar otherwise converts to personal use the object constituting such personal gain,

{b) Unless prohibited by the Constitulion of Alabama of 1901, nothing hercin shall be construed
{0 prohibit & public official from introducing bills, ordinances, resolutions, or other legislative
matlers, serving on commiltees, or maling statements or taking action in the exercise of his or her
duties as a public official. A member of @ legislative body may not vole for any Jegistation in
which hie or she knowes or should have known that ke or she has a conflict of interest,
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(c) No public official or public employee shall use or cause to be used equipment, facilities, time,
raterials, nnan jabor, or other public property under his or her discretion or control for the
private benelit or business benefit of the public official, public employee, any other person, or
principai campaign committee as defined in Section 17-22A-2, which would materially affect his
or her financial interest, excepl as otherwise provided by law or as provided pursuant to a lawful
employment agreement regulated by agency policy. Provided, however, nothing in this subsection
shail be deemed to limit or otherwise prehibit communication between public officials or public
emplayees and eleemosynary or membership organizations or such organizations communicating
with public officials or public employees.

(d) Me person shall solicit & public official or public employee 1o use or cause to be used
squipment, tacifities, time, materials, human labor, ar ether public property for such person's
private benefit or business beneflt, which would materialiy affect his or her financial interest,
except as otherwise provided by law.

{3 No public afficial or public employec shall, otirer than in the ordinary course of business,
sodicit a thing of value from a subordinate or person or business with whom he or she directly
inspects, regulates, or supervises in his or her official capacity.

(f) A confiict of interest shalt exist when a member of a legislative body, public official, or public
employee has a subslantial inancial intercst by reason of ownership of, condral of, or the exercise
af power aver any interest greater than five percent of the value of any corparation, company,
association, or firm, partnership, preprictorship, or any ather business entity of any kind or
character which is uniquely affected by proposed or pending legisiation; ar who is an officer or
divector far any such corperation, cornpany, association, or firm, partaership, proprietership, or
any other business entity of any kind or character which s uniquely affected by proposed or
pending legislation.

(At 1973, No. 1036, p. 1699, &ampyaspamppsect;3; Acts 1975, No, 130, & wnpranpampsect, I; Aces 1995,
No. 95194, p. 260, &anyszanipyampisect; 1; Act 2000-797, &ampyseer; 1)

1 36-25-6

Use of contributions.

Contributions e an office holder, a candidate, or to a public official's inaugaral or trensiGonal
fund shall not be converled to personal use.

{rcts 1973, No. 1656, p. 1699, §§4; Acty J975, No. 130, §§1; Aces 1995, No. 95-104, p. 269, §§1; Acty 1997, N,
97651, p. 1217, $81.)

Seetion 36-25.7
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Offering, soliciting, or receiving things of value for purpose of influencing official action;
money solicited or received in addition to that received in official capacity.

{a) No person shall offer ar give to a public official or public employee or a member of the
bouschold of 2 public employee or a member of the household of the public official and nons of
the aforementioned shal solicit or receive & thing of value for the purpose of influencing official
action.

{b} Ne public official or public employee shail solicit or receive a thing of value for himsell or
hersell or for a family member of the public employee or family member of the public official for
the purpose of influencing official action.

{¢) No person shall offer or give & family member of the public official or family member of the
public employee a thing of value for the purpose of influencing official action.

(d) No public official or public employee, shall salicit or receive any money in addition te that
received by the public official or public employee inan official capacity for advice or assistance on
matfers concerning the Legistature, lobbying a legislative body, an executive department or any
public regutatory board, commission or other body of which he or she is a member.
Notwithstanding the foregeing, nothing in this section shall be construed to prohibit a public
official or public employee from the perfonmance of his or her official duties or responsibilities,

(Acts 1973, No. 1056, p. 1699, §§5; Acts 1975, No. 130, §81; Acrs 1925, No. 95-194, p. 269, §§1.)

Use or disclosure of confidentizl information for private financial gain.

No public officia, public employee, former public official or former public emaloyee, for a period
consistent with the statute of limitations us contained in this chapter, shall use or disclose
confidential information gained in the course of or by reason of his or her position or employment
i any way that conld resuftin financial gain sther than his or her regular salary as such public
official or public employee for himself or herself, a family member of the public employee or
family member of the public official, or for any other person or business.

(Acts 1873, No. 056, p. 1699, §§6; Acts 1975, No. 130, §§1; Acis 1995, No. 95-194, p. 269, §81.)

ion 36-25-9
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Service on regulatory boards and commissions regulating business with which person
associafed; members who have financial interest in matter prolibited from voting.

{a} Unless expressly provided otherwise by law, ne person shall serve as a member or empioyee of
a state, county, or municipal reguilatory board or commission or other body that regnlates any
business with which he is associated. Nothing herein shall prohibit real estate brokers, agents,
developers, appraisers, morigage bankers, or other persons in the real estate field, or other state-
licensed professionals, from serving on any planning boards or commissions, housing authorities,
zoning board, board of adjustment, code enforcement board, industrial board, wiilities board, state
board, or commission,

(b} All county or munieipal regulatory boards, authorities, or commissions currently comprised of
any real estate brokers, agenis, developers, appraisers, mortgage bankers, or other persons in {he
real estate industry may allow these individuals to continue 1o serve ouf their current term if
appointed belore December 31, 1991, except hat at the conclusion of such term subsequent
appointments shall reflect that membership of vea] estate brokers and agents shall not exceed more
than one less of a majority of any county or municipal regulatory board or commission effective
January 1, 1994,

(¢) No member of any county or municipal agency, board, or commission shall vote or participate
in any matler in which the member or family member of the member has any financial gain or
interest.

(<} All acts, actions, and voles taken by such Jocal boards and commissions between January |,
1997 and December 31, 1993 are affirmed and ratificd.

(Acts 1973, No. 1056, p. 1699, §67; Acts 1975, No. 136, §§1; Acts 1992, No. 92-342, p. 719, §§7; Acts 1995, No.
95194, p. 269, $§1.)

Representation of client or constituent before board, regulatory body, department, ete,

Ifa public official or public employee, or family member of the public employee or family member
of the public official, or a business with which the person is associated, represents a client or
constituent for a fee before any quasi-judicial board or commission, regulatory body, or exccitive
department or ageney, notice of the representation shall be given within 10 days afer the fivst day
of the appearance. Notice shall be filed with the commission in the manner prescribed by it No
member of the Legislature shall for a fee, reward, or other compensation represent any person,
firm, or corporation before the Public Service Commission or the State Board of Adjusiment.

(Acts 1973, No. 1056, p. 1699, §68; Acrs 1975, No. 130, §§1; Acis 1995, No. 93-194, p. 269, §§1.)

Section 36:25:11
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Public officials or employees enfering info contracts which are to be paid eut of government
funds.

Unless exempt pursuant to Alabama competitive bid laws or otherwise permitted by aw, no pubiic
official or public employee, or a member of the household of the public employee or the public
official, and no business with which the person is associated shall enter into any contract fo
provide goads or services which is 1o be paid in whole or in part out of state, county, or municipal
funds unless the contract has been awarded through a process of competitive bidding and a copy of
the contract is filed with the commissian. All such coniract awards shall be made as a result of
original bid takings, and no awards from negetiations afler bidding shall be allowed. A copy of
each contract, regardtess of the amount, entered into by a public efficial, public employee, a
member of the houschold of the public employee or the public official, and any business with
which the person is associated shall be filed with the commission within 10 days after the contract
has been entered into.

(Acts 1973, No, 1056, p. J659, §89; Acts 1975, No. 130, §§1; Acts 1995, Na. 95-194, p. 269, §§1.)

Offering, soliciting, etc., thing of value to or by member of regulatory bedy.,

No person shall offer or give to a member or employee of a povernmental agency, board, or
commissian that regulates a business with which the person is associated, and no wmember or
employee of a regulaiory body, shall solicit or accept a thing of value while the member or
employee is associated with the regulalory body other than in the ordisary course of business. In
addition to the foregoing, the commissioner of the Department of Agriculture and Indusiries and
any candidate for the office of commissioner may not accept a campaign contribution from a
person associated with a business repulated by the department,

(Acts 1973, No. 1056, p. 1689, §8 10; Acis 1975, No. 130, p. 603, §§1; Acts 1995, No. 95-194, p. 269, §§ 1; Act
2001474, . 635, §§ 1)

Actions of former publie officials or public employees prohibited for tvo years after
depariure,

{a} No public official shall serve for a fee as & lobbyist or stherwise represent clients, inciuding his
or her amployer before the board, ageney, commission, department, or legislative body, of which
ire or she s a former member for a period of two years afler he or she leaves such membership. For
the purposes of this subsection, such prohibition shall not include a former member of the
Adabama judiciary who as an altorney reprosents a client in a legal, non-lobbying capacity.

(1) No public employee shall serve for a fec as @ lobbyist or otherwise represent clients, including
his or her employer before the bourd, agency, commission, or departiment, of which he or she is a
former employee for a pericd of two years after he or she leaves such employment, For the

purposes of this subsection, such prohibition shall not include a former employee of the Alabama
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Judiciary who as an altorney represents a client in a legal, non-lobbying capacity.

{¢) Mo public official, directer, assistan( director, department or division chisf, purchasing or
procurement agent having (he authority o imake purchases, or any person whe participates in the
negotiation or approval of contracts, grants, or awards or any person who negoliates or approves
contracts, grants, or awards shall enter into, sotici, or negotiate a contract, grant, or award with
Lhe governmental agency of which the person was a member or employee for a peried of two years
afler hie or she leaves the membership or employment of such governmental agency.

() No public official or public employee who personally participates in the direet regulation,
audit, or Investigation of a private business, corporation, partership, or individual shall within
two years of his or her deparlure from such employment solicit or accept employment with such
private business, corporation, partnership, or individual.

{e) No former public efficial or public employes of the state may, within two years aftes
termination of office or employment, act as attorney for any person ether than himself or herself or
the state, or aid, counsel, advise, consult or assist in representing any other persorn, in connection
with any judicial proceeding or other matter in which the state is a party or has & direct and
substantial interest and in which the former public official or public employee participated
personally and substantially as a public official or employee or which was within or under the
public official or public employee's official responsibility as an official or employee. This
prohibition shall extend to all judicial proceedings or other matters in which the state is 4 party or
has @ direct and substantial interest, whether arising during or subsequent to the public official or
public employee's erm of office or enployment,

(1) Mathing i this chapter shall be deemed fo Jimit the right of a public official or public employee
to publicly or privately express his or her support for or to encourage others to support and
contribite {o any candidate, political commitiee as defined in Section 17-22A-2, referendum,
ballot question, issue, or censtitulional amendinent.

(Acts 1973, No. 1056, p. 1698, §§11; Acrs 1975, No, 130, §§1; Acty 1995, No. 95-194, p. 269, §81.)

Filing of statement of economic inlerests,

{2} A stateraent of ceonomic interests shall be completed and filed in accordance with this chapter
with the commission no later than Aprit 30 of cach year sovering the perlod of the preceding
calendar year by cach of the following:

(1) All eleeted public officials at (he state, county, or municipal level of government or their
instrumentalitics.

(@} Any persoi appointed as a public official and any person employed as a public employee at the
state, comnly, or municipal level of government or their mstnanentalities who occupies a position
whose base pay is Nifty thousand dollars ($50,000) or maore annually.

(33 All candidates, simultaneousty with the date he or she becomes a candidate as defined in
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Seetion 17-22A-2, or the date the candidate files his or her qualifying papers, whichever comes
first.

(4) Members of the Alabama Ethics Commission; appointed members of boards and commissions
having statewide jurisdiction {but excluding members of solely advisory boards).

{5} All full-time nonmerit employees, other than those employed in maintenance, clerical,
secretarial, or other similar positions.

(6) Chief clerks and chief managers,

{7) Chief county clerks and chief county managers.

(8) Chief administrators.

(%) Chief county administrators,

(10) Any pubiic official or public employee whose primary duty is {o invest public funds.
(11) Chief administrative officers of any political subdivision.

(12) Chief and assistant county building inspectars.

{33} Any county or municipal administrator with power to grant or deny land development
permits.

(14) Chief nnunicipal clerks.

(15) Chicfs of police,

(16) Fire chiefs,

{17} City and county school superintendents and school board members,

{18) City and county schooi principais or administralors,

(19} Purchasing or procurement agents having the authorily (o make any purchase.
(20} Directors and assistant dircetors of stale ageneies.

{215 Chiel financial and accounting directors.

(22) Chicf grant coordinatoss.

(23) Hach employee of the Legislature or of agencics, inchuding temporary commitlees and
commissions esiablished by the Legislature, other than those employed in maintenance, cletical,
secretarial, or similar positions.

{24} Hacl employee of the judicial branch of government, including active supernumerary district
attorneys and judges, ather than those employed in maintenance, clerical, seeretarial, or other
similar positions.

Revised 9/2008 24



City of Montgomery Ethics Policy

EXHIBIT 1-1 CONTINUED ALABAMA CODE OF ETHICS

{b) Unless otherwise required by law, no public employee oceupying a position earning less than
fifty thousand doHars ($50,000) per year shall be required (o file a statement of economic
interests, Notwithstanding the provisions of subsection (a) or any other provision of this chapter,
no coach of an athletic team of any four-year institution of higher education which receives state
funds shali be required to include any income, donations, gifts, or benefits, other than salary, on
the statement of cconomic interests, il the income, donations, gifts, or benefits are a condition of
the employment contract. Such statement shall be made on a form made available by the
commission. The duty fo file the statement of economic intercsts shal rest with the person covered
by this chapter. Nothing in this chapter shall be construed to exchude any public emplioyee or
public official from this chapter regardless of whether (hey are required to file a statement of
esonomic intergsts, The statement shall consain the following information on the persen making
the filing;

(1) Narme, residential addvess, business; name, address, and business of Hving spouse and
dependents; name of living adult chifdren; name of parents and siblings; name of living parents of
spouse. Undercover law enforcement efficers may have their resicential addresses and (he names
of family members removed from public scrutiny by filing an affidavit stating that publicizing this
information would potentially endanger their families.

{2} A list of occupations to which one third or more of working time was given during previous
reporting year by the public official, public employee, or bis or her spouse.

{3} A disting of total combined household income of the public official or public employee during
the most recent reparting year as to income from salarics, fecs, dividends, profits, commissions,
i ofher sompensalion and listing the names of each business and the income derived from such
business in the following categorical amounts: less than one thousand dollars (81,000); at least
one thousand dollars ($1,000) and Jess than ten thousand doliars {($10,000); at least ien thousand
dollays ($10,000) and less than fifly thousand dofars (50,0003 at least fifty thousand dollars
{($30,000) and less than one hundred ffty thousand dollars {$150,000); at teast one hundred fifly
thousand dollars (5130,000) and Jess than two hundred $ifty thousand dollars ($250,000%; or at
least two hundred fifty (housand doliars ($250,000) or more. The person reporting shall alse name
any business or subsidiary thereof in which he or she or hiis or her spouse or dependenis, jointly or
severally, own five percent or more of the stock or i which he or she or his or her SpOusE or
dependents serves as an officer, director, truste, or consultant where the service provides income
of &t least one thousand dollars ($1,000) and less than five housand doliars ($5.000); or al least
five thousand doliars £$5,000) or more Jor the reporting period.

(4) 1f the filing public official or public employee, or his or her spouse, has engaged in a business
during the last reporting year which provides legal, accounting, medical or health related, real
cslate, banking, insurance, educational, fming, engineering, architectural management, or other
professional services or consultations, then the filing party shall report the pumber of clients of
such business in each of the following categories and the income in categorical amounts received
during the reporting period fiom the combined number of clients in cach category; electric atilitics,
gas utilities, (elephone wiilities, water utilities, cable television companies, intrastate lransportation
companies, pipeline companics, ¢il or gas exploration companics, or both, ol and gas retail
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companies, banks, savings and foan associations, loan or finance companies, or both,
manufacturing firms, mining companies, life insurance companies, casualty insurance companies,
other insurance companies, retail companies, beer, wine or liquor companies or distiibutors, or
combingtion thereof, frade asseciations, professional associations, governmental associations,
associations of public employees or public officials, counties, and any other businesses or
associalions that the commission may deem appropriate. Amounts received from combined clients
in cach category shall be reported in the following categorical amounts: less than ene thousand
dollats (31,000); more than one thousand dollars (81,0000 and less than ten thousand doliars
(310,000; at feast ten thousand dollars ($18,000) and less than twenty-five thousand doltars
($25,000); at least twanty-five thousand doltars ($25,000) and less than fifly thousand doliars
{$50,000); at least fifly thousand dollars ($50,000) and less than ane hundred thousand dollars
{($100,000); af leasl one hundred thousand doilars (3108,000) and less than one hundred fifty
thousand dollars (8150,0G03; at least one hundred fifty thousand dollars ($150,000) and less than
two hundred fifly thousand doltars ($230,000); or a least two hundred fifiy thousand dollars
($250,000) or more.

{5) If retainers are in existence or contracted for in any of the above categories of clients, a listing
of the categories along with the anticipated income fo be expected annually from each category of
ctients shall be shown in the following categorical amounts;: less than one thousand dollars
($1,000); at least one theusand dellars ($1,000) and less than five thousand dollars ($5,000; or at
least five thousand dollars (§5,000) or more.

(6) I veal eslate is held for bivestment or revenue produciion by a public official, his or her spouse
or dependents, then a listing thercof in the following fair market value calegorical amounts: under
fifty thousand dollars ($50,0003; at least fifiy thousand dotlars ($30,000) and less than one
hundred thousand doliars (108,000}, at least one hundred (housand dollars ($100,000) and Jess
than ane lumdred iy thousand doliars ($150,000); at least one hundred Tifly (housand dollars
{3150,000) and less than two hundred fifty thausand daliars ($250,000); at least (wo hundred fitty
thousand dollars (5250,000) or more. A listing of annual gross rent and lease income on real estate
shall be made in the following categorical amounts: Jess than ten thousand dollars (5310,000); at
feast ten thousand dellars (810,000 and less than fifty theusand dokars ($59,000); Tifty thousand
dollars (§50,000) or more. If a public official or a business in which the person is associated
received rent or lease income from any governmental agency in Alabana, specilic details of the
lease or rent agreement shail be filed with the commission.

{7) Alisting of indebledness (o businesses operating in Alabama showing types and number of
each as follows: Banks, suvings and loan associations, insurance companies, morigage firms,
stockbrokers and brokerages or bond firms; and the indebtedness 1o combined erganizations in the
following categorical amoumts: Less than twenty-live thousand dollars ($25,000); twenty-Tive
thousand doltars (825,000) and less than fifly thousand doliars ($50,000); fifty thousand doliars
(£50,000) and less than cne hundred thousand dollars ($100,000); onc hunered thousand dollars
($100,000) and less than one hundred fifty thousand dollars (8150,000% ore hundred fifly
thousand detars (§150,000) and Jess than two hundred fifty thousand dollars {$250,000); two
hundred [y thousand dolbars ($250,000) or more. The commission may add additional business
to this listing. Indebledness associated with the homeslead of the person fi)ing is exempled from
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this disclosure requirement.

{c) Filing required by this section shall reflect information and facts in existence at the end of the
reporting year,

() If the information required herein 3s not filed as required, (he commission shall notify the
public official or public employee concerned as to his or her failure 1o so file and the public official
or pubfic employse shall have 10 days to file the report after receipt of the notification. The
commission may, in ifs diseretion, assess a {ine of ten dollars ($10) a day, not to exceed one
thousand dollars ($1,000), lor failure to file tinely.

{e} A person who intentionatly viclates any financial disclosure filing requirement of this chapter
shall be subject to administrative fines imposed by the commission, or shall, upen conviction, be
auilty of a Class A misdemeancr, or both.

Any person who anintenGonally neglecis to include any information relating to the financial
disclosure filing requirements of this chapter shall have 90 days o file an amended statement of
econamic interests without penalty.

(Acts 1973, No. 1036, p. 1699, §§12; Avts 1975, No, 130, $§1; Acts 1986, Ne. 86-321, p. 475, §81; Acts 1993,
No. 95-104, . 269, §81; Acis 1997, No. 97.631, pn 1217, 861}

seetion 36:25-13

Candidates required to file statements of economic inferests; official fo nofify commission of
name of candidate; fatlure o submit statement,

(&) Candlidates al every level of govermiment shall file a completed statement of economic inferesls
for the previous calendar year with the appropriate election official simuitancously with the dale he
or she becomes a candidate as defined in Seclion 17-22A-2 or the date such candidate files his or
her qualifying papers with the appropriate election official, whichever date oceuns first. Such
election official shatl within five days forward (he statemen of economic inlerests of the candidate
1o the commission. Nothing in this section shall be deemed 1o require a second filing of the
person's statement of economic interests il a currenf stalement of economic interests is on [ile with
the commnassion,

{b) Bach election official who receives o deciaration of candidacy or petition to appear on the
ballot for election fram a candidale and each official who nominates a person o serve as a public
official shall, within five days of the receipt or nomination, notify the commission of the name of
the candidate, as defined in this chapier, and the date on which the person became a candidate or
was nominated as a public official.

(c) Other provisions of the law notwithstanding, i a candidate does not submit a statement of
ceonomic inlerests in accordance with the requirements of this chapter, the name of the persen
shall not appear on the ballot and the candidate shall be deemed not qualified as a candidate in (hat
election. Notwithstanding the foregoing, the commission may, for good cause shown, allow the
candidate an additional five days to e such staement of economic interests. [ a candidate js
deemed not qualified, the appropriste election official shall remove the name of the candidate from
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the ballot.

(Acts 1973, No. 1056, p. 1699, §§13; Acts 1975, Ne. 130, §61; Acts 1993, No. 95-194, . 269, §81; Acts 1997,
No. 97.651, p. 1217, §61.)

Seetien 36-25-16

Reporis by persons who are related {o public officials or public employees antd who
represent persons hefore regulatory body or contract with state,

{a) When any citizen of the stale or business with which he or she is associated represents for a fee
any person before a regulatory body of the execulive branch, he or she shall report to the
commission the name of any adult child, parent, spouse, brother, or sister who is a public official
or & public employee of that regulatory body of the executive branch,

{b) When any citizen of the state or business with which the person is associated enters into a
contract for the sale of goods or services (o the State of Alabama or any of ils agencies or any
county or municipality and any of their respective agencies in arpounis exceeding scven thousand
{ive hundred dollars (37,500}, he or she shall report to the commission the names of any adult
child, parent, spouse, broiler, or sister whao is a public official or public cimployee of the agency or
department with whom the contract is made.

{¢) This section shall not apply to any coniract for the sale of goods or services awarded through a
process of public notice and competitive bidding.

(d) Hach regulatory body of the executive branch, or any agency of the State of Alabama shalt be
responsible for notilying citizens affected by this chapter of the requirements of this section.

(hets 1973, No. 1056, p. 1699, §§15; Acts 1975, No. 130, §§1; Acts 1995, Na, 95-194, p. 269, §61.)

Reports of viokations; cooperation of agency heads,

() Bvery governmentad agency head shall within 10 days file reports with the commission on any
matiers that come 1o his or her atfention in his or her official capacity which censtitute a violation
of this chapler,

(b} Governmental agency heads shall cooperale in every possible manner in connection with any
investigation or hearing, public or private, which may be conducied by (he commission.

(Acis 1973, No. 1656, p. 1699, §§16; Acty 1975, No. 130, $§¥; Acts 1995, No, 95-194, p. 269, §§1.)
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Registration of loblyists required; filing of supplemental registration,

{a) Every lobbyist shall register by filing a fornm prescribed by the commission o later than
January 31 of cach year or within 10 days afier the fisst undertaking requiring such registration.
Fzach lobbyist, except public employees who are lobbyists, shall pay an annual fee of one hundred
dollars ($100) on or before January 31 of eacl year or within 10 days of the first underiaking
requiring such registration.

() The registration shall be in wrsting and shall contain the following information:
(i} The registrant’s full name and business address.

(2) The registrant's normal business and address.

(3) The full name and address of the registrant's principal or principals.

{4} The listing of the categories of subject matters on which the registrant is (0 communicate
directly willy a member of the legistative body 1o influence legislation or legislative action.

(5) 1 a registrant's activity is done on behalf of the members of a group other than a corporation, a
categarical disclosure of the number of persons of the group as follows: 1-5; 6-10; 1125 over 25.
(6) A statement signed by each principal that he or she has read the registration, knows its
contents and has authorized the registrant 1o be a lobbylst in his or her behalf as specified therein,
and that no compensation will be paid (o the registrant contingent upon passage or defea of any
lepistative measure,

(o) A registrant shalt file a supplemental registration indicating any substantial change or changes
in the nformation contained in the prior registration within 10 days afler the date of the change.

(Avis 1973, Ne. 1056, p. 1699, §§19; Acis 1975, No. 130, §81; Acts 1993, No. 95-194, P 209, 8§81.)

Seetion 36-25-19

Registered lobbyists and other persons required to file quarterly reports,

{a) Livery person registered as a lobbyist pursuant to Section 36-25-18 and every principal
eriploying any lobbyist shall file with the commission a report provided by the commission
perlaining to the aclivities set out in that section. The report shall be filed with the commission no
fater than January 31, Apeil 30, July 31, and October 31 for each preceding calendar quarier, and
contain, but not be fimited to, the following information:

{1} The cost of those Hems excluded from the definition of a thing of value which are described in
Scction 36-25-1(32)b. and which are expended within a 24-hour period on a public official, public
employee, aird members of his or her respective household in excess of twa hundred filty dollars
{(¥250) with the name or names of the recipient or recipionts and the date of e expenditure.

2) The nature and date of any lnancial trapsaction betwsen the public official, candidate, or
member of the househoid of such public official or candidate and the lobbyist or principal of a

Revised 9/2008 29



City of Montgomery Ethics Policy

EXHIBIT 1-1 CONTINUED ALABAMA CODE OF ETHICS

value in excess of five hundred dollars ($500) in the prior quarter, excluding those financial
transactions which are required to be reported by candidates under the Fair Campaign Practices
Act as provided in Chapter 22A (commencing with Section 17-22A-1) of Title 17.

{3} A detailed statement showing the exact amount of any loan given or promised fo a public
official, candidate, public official or candidate.

(4) A detailed statement showing any direct business association or partnership with any public
official, candidate, or members of the household of such public official or candidate; provided,
bowever, that campaign expenditures shall nol be deemed a business association or partnership.

{b) Any person not otherwise deamed a lobbyist pursuant fo this chapler who negotiates or
altempts 1o negetiate a contract, sells or attempts to sell goods or services, engages or atiempts to
engage in a financial transaction with a public official or public employee in their official capacity
ancl wha withiiy a calendar day expends in excess of two hundred fifiy dollars ($250) on such
public employee, public official, and his or her respective household shall file a detailed quarterly
report of the expendiiure with the commission.

{c) Any other provision of this chapter t the contrary notwithstanding, no organization whose
officer or employcee serves as a public official under this chapter shall be required to report
expenditures or reimbursernent paid to such officer or employee in the performance of the duties
willy the organization,

(Acty 1973, No. 18306, p. 1699, §§20; Acts 1975, Na. 130, 81 Acts 1995, No, 95-194, p. 269, §§1.}

Section 36-25-20

Fiting of nofice of termination of lobbying activities; effect of nofice as to requirement for
filing of reports,

(&) A person who ceases to engape in aclivitics requiring registration pursuant fo Section 36-25-18
shail file a written, verified statement with the commission acknowledging the termination of
activities. The notice shall be effective immediately,

{b) A person who files a notice of termination pursuant 1o 1his section shall file the veports
reguired pursuant o Scetions 36-25-18 and 36-25-19 for any reporling peried during which he or
she was registered pursyant (o this chaptor.

(Acts 1973, No. 1056, p. 1699, §§21; Aess 1975, No. 130, §81; Acty 1995, No. 95-194, p. 269, §§1.)

[J‘

Seotion 36-25-21

Reporis constitute public records; reports avaitabie for public inspection,

Albreports filed pursuant o Sections 36-25-18 (0 36-25-20, inclusive, are public records and shall
be made available for public inspection during reptlar business hours,
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{rcts 1973, No. 1056, p. 1699, §§22; Acty 1975, No. 130, §§1; Acts 1995, No. 95-194, p. 269, §81.)

Section 36-25-22

Sections 36-25-18 to 36-25-21 not to be construed as affecting certain professional services.

Sections 36-25-18 to 36-25-21, inclusive, shall not be consbrued as affecting professional services
in drafting bills or in advising clients and fn rendering opliions as to the construction and effect of
proposed or pending legistation, exccutive action, rules, or regulations, where those professional
services are not ofherwise connected with legislative, execulive, or regulatory action,

(ecis 1973, No. 1056, p. 1699, §624; Aces 1975, Na. 138, §§1; Acrs 1995, No. 95-194, p. 269, §61.}

Floor privileges of former members of Legislature for lobbying purposes; solicitation of
lobbyists by public officials o1 employees; contracts fo provide lobbying services contingent
upon legislative action.

{a) No former member of the House of Represemtatives or the Senate of the State of Alabama shall
be extended {loor privileges of cither bady in a lobbying capacity.

(b) No public official, public employee, or group of public officials or public employees shal}
solicit any labbyist (o give any thing whether or not the thing solicited is a thing of value to any
persan or enfity {or any ppose other than o campaign contribulion,

{c) Mo principal or lobbyist shall accept compensation for, or enier into a contract to provide
lobbying services which is contingent upon the passage or deleat of any legistative action.

{rhats 1973, No. 1036, p. 1699, §§28; Acts 1975, Na. 130, §§1; Aces 1995, No. 45194, p. 268, §§1.)

Supervisor prohibited from discharging or diseriminating against employee where
cmployee reports violation.

{a) A supervisor shall net discharge, demote, transfer, or otherwise discriminate against a public
employee regarding such employee's compensation, terms, conditions, or privileges of empioyment
based on the employee's reporting a violation, or what he or she believes in good faith to be a
viodation, of this chapter or giving truthful statements or truthful testimony concerning an alleged
cihics violalion.

{b) Nothing i this chapter shall be construed in any manner (o prevent or prohibit or otherwise
fimit asupervisor from disciplining, discharging, translerring, or otherwise affecting the terms and
conditions ol a public employee's employment so long as (he discipiimary action does not resuit
from or is in ne other manner connected with the public employed's filing a complaint with the
connnission, giving truthfu statements, and truthfully testifying,

(¢} No public employee shall file a complaint or olherwise initiale action against a public official
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or other public employee without a good faith basis for believing the complaint to be true and
acourate,

(d) A supervisor who is alleged to have vielated this section shall be subject to civil action in the
chreuit courts of this state pursuant 1o the Alabama Rules of Civil Procedure as promuigated by the
Alabama Supreme Courl.

{e) A public employee wha without a good faith belief in the trathfuiness and aceuracy of a
complaind filed against a supervisor, shall be subject (o a civil action in the circuit courts in the
State of Alabama pursuant (o the Alabama Rules of Civil Procedure as promulgated by the
Supreme Court. Additionally, a public employee whe without a good faith beliefin the
truthfulness and accuracy of a complaint as filed agains( a superviser shall be subject 10
apprepriate and applicable persomnel] action,

{f) Nothing in this section shall be construed 1o alow a public emplayee o file a corplaint to
prevent, mitigate, lessen, or otherwise 1o extingnish existing or anticipated personnel action by a
supervisor, A public employee who willlully fiies such a complaing against a supervisor shall,
upan conviction, be guilty of the crime of false reporting.

{Acty 1973, No. 1056, p. 1699, §830; Acts 1575, No. 130, §§1; Acts 1995, Ne, 95-194, p. 269, §61.)

cetion 36-25-20

False reporting for purpose of influencing legislation.
Mo person, for the purpose of influencing legislation, may do either of the following:

(1} Knowingly or willfully make any false statement or misrepresentation of the facts fo a member
of the Jegislative or executive branch,

(2} Knowing & document to contain a fafse statement, cause a copy of the document to be received
by a member of the legislalive or exceutive branch withowt notifying 1he member i wiiling of the
truth.

(Acts 1973, No. 1056, p. 1699, §§23; Aets 1975, Ne. 130, $§1; Acts 1995, No. 95.194, p. 269, $81.)

Seetion 36-25-27

Penalties for viclations of provisions of chapter; administrative penalfies; enforeement by
Atlorney General or district attorney; jurisdiction, venue, fudicial review; limitations
preriod.

{a)(}) Lxcept as otherwise provided, any person subjeet (o this chanter who intentionally violates
any pravision of this chapter ether than those for which a separate penalty is provided for in this
section shall, upon conviction, be guilty of @ Class B felony.

{2} Any person subject Lo this chapier who violates any provision of this chapter other (han those
for which a separate penalty is provided for in this section shall, upon conviction, be guilty of a
Class A misdemeanor,
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(33 Any persen subject to this chapter who knowingly violates any disclosure requirement of this
chapter shall, upon conviction, be guilty of a Class A misdemeanor.

(4 Any pesson who knowingly makes ot lransmils a false report or complaint pursuant to this
chapter shall, upon conviction, be guilty of a Class A misdemeangr and shail be lable for the
aclual legal expenses incurred by the respondent against whom the false report or cemplaint was
filed.

(5 Any person who makes false stalements to an employee of the commission or to the
conumission itself pursuant o this chapter without reason to believe the accuracy of the statements
shall, upon conviction, be guilty of a Class A misdemeanar,

(6) Any person subject to this chapter who intentionally vielates this chapter relating to secrecy
shall, upon conviction, be guilty of a Class A misdemeanor.

(7) Any person subject 10 this chapter who intentionally fails (o disclose information required by
this chanter shall, upon conviclion, be guilty of a Class A misdemeanor.

() The commission if petitioned or agreed 0 by a respondent and the Attorney General or dislrict
attorney having jurisdiction, by unanimous vote of the members present may administratively
resolve 2 complaint filed pursuant to this chapter For minor violations. The commission may levy
an administrative penalty nol to exceed one thousand dollars (51,000) for any minor violation of
this chapter including, but net limited to, the failure to timely file a complete and correct stalement
of econemic inierests. The commission shall, in addition (o any administrative penakly, order
restitidion in the amount o any economic loss to the state, county, and municipal govermments and
their instrumentalities and such restitution shall when collected be paid by the commission, (o the
entity having the economic loss. In any case in which an administrative penalty is imposed, the
administrative penalty shall not be less than three times the amount of any cconomic loss o the
state, county, and municipal gevernments or their instrumentalities ar any cconemic gain or benefit
to the public official or public employee, or whichever sum is greater. The commission, through its
altorney, shall institute proceedings (o recover any penalties or restitution or other such funds so
ordered prrsuant to {his section which are not paid by, or on behalf of the public official or public
employee or oiher person who has violated this chapter. Nothing in this section shail be deemed in
any manner to prohibit the cammission and the respondent from enfering info a consent decree
settling a complaint which has previousty been designated by the commission for administrative
resolution, so long as the consen{ decree 1§ approved by the commission. If the comnrission, the
respondent, and the Attorney General or district atterney having jurisdiction, all concur that a
comptaint is deemed Lo be handled adminisiratively, the action shall preclude any eriminal
prosecution prrsuant 1o this chapter at (he state, county, or municipal level,

{c} The enforcement of this chapter shall be vested in the commission; provided however, nothing
in this chapter shail be deemed 1o linit or otherwise prohibit the Attorney General or the district
attorney for the approprinte jurisdiction from enforcing any provision of this chapter as they deem
appropriate, In the event the commission, by majority vote, finds that any provision of this chapier
has been violated, the alteged vielation and any investigation conducted by the commission shall
he referred o the district atiorney of the appropriale jurisdiction or the Atlorey General, The
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commission shall provide any and all appropriate assistance to such district attorngy or Allorney
General. Upon the request of such district attorney or the Attorney General, the comimission may
ingtitute, prosecute, or take such other appropriate legal action regarding such viclations,
proceeding therein with all rights, privileges, and powers conferred by law upon assistant atlorneys
general.

{d) Nothing in this chapter lmils the power of the state (o punish any person for any conduc!
which otherwise constitutes a crime by stalute or at common law.

{e) The penalties prescribed in this chapter do not in airy manner Iimit the power of a legislative
body to discipline its own members or to impeach public officials and do not limit the powers of
agencies, depariments, boards, or commissions to discipline their respective officials, members, or
employees.

{1} Each circuit court of this state shal} have jurisdiction ol all cases and actions relative to judicial
review, violations, or the enforcement of this chapter, and the venue of any action pursuant to this
chapter shall be in the county in which the alleged violation ocourred, or in those cases where the
violatior or violations occurred outside the State of Alabama, in Montgomery County. In the case
of judicial review of any administrative decision of the commission, the commission's order, rule,
or decision shall be taken as prima facie just and reasonable and the court shall not substitute its
Judgment for that of the commission as to the weight of the evidence on questions of facl except
where otherwise awthorized by law,

() Any felony prosecution brought pursuant to this chapter shall be commenced within four years
alter the commission of (he olfense,

{h) Any misdemeanor prosecution brought pursuani (o this chapter shall be commenced within two
yeurs aller the commission of the offense.

{i} Nathing in this chapter is intended to ner is o be consirued as repealing in any way Lhe
provisions of any of the criminal laws of this state.

(Acts 1973, No. 1050, p. 1699, &seer; 26; iy 1975, No. 130, &seetl; Acis 1986, No. 86-321, p. 475, &seet; 1
Acts 1995, No. 95194, p. 269, &seen1; Acts 1996, Ne, 96-261, p. 307, &yect; 1)

Chapfer not to deprive citizens of constitutional righ{ to communicate with members of
Legislature.

MNothing in this chapter shalt be construed as e deprive any citizen, not lobbying, of the citizen's
constitutional sight to communicate with members of the Legislature.
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EXHIBIT 1-1 CONTINUED ALABAMA CODE OF ETHICS

{Acty 1973, No. 1056, p. 1699, §625; Acts 1975, No. 130, §81; Acrs 1995, No, 95-794, 269, §§1.)

Scetion 36-25-29
Appropriations,

The Legislature shall appropriate such sims as it deems necessary fo implement the provisions of
and administer this chapler.

{Acts 1973, No. 1054, p. 1699, §§29; Acty 1975, No. 130, $81; Acty 19935, No. 95-194, [ 268, §§1.)

Scetion 36-25-3¢

Construction of chapter.

This chapter shail be construed in pari materia with other laws dealing with the subject of ethics.

{Acts 1973, No. 1056, p. 1699, §§32; Acts 1978, No. 130, 881 Acts 19935, No. 95-194, p. 269, §§1.}
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City of Montgomery Fiscal Policy and Procedures Manual

CITY OF MONTGOMERY, ALABAMA
FISCAL POLICY AND PROCEDURES MANUAL

CHAPTER 1
INTRODUCTION
PURPOSE AND ORGANIZATION OF THE MANUAL

The Fiscal Policy and Procedures Manual (the Manual) has been developed to assist City
departments with the operation of the accounting infrastructure. The Manual will assist
City departments in complying with statutory requirements and administrative
procedures. Furthermore, the Manual documents the policies and procedures related to
budgeting, revenue and receipts, expenditures and disbursements, purchasing, contracts,
payroll/personnel, fixed assets, and inventory.

City funds are entrusted to the head of each department. The department head ts primarily
responsible for the expenditure of public monies in accordance with statutes and federal
guidelines where applicable. Each department head makes decisions and exercises
authority relative to the expenditure of funds within the bounds of the department’s
appropriation(s} and legal function. This Manual is intended to assist City officials in
complying with laws, policies, and procedures that apply to the fiscal administration of
City departments, It is not the intent of this Manual to prescribe internal departmental
procedures or policies.

This Manual standardizes accounting and financial policies and procedures that are
within the authority of the Department of Finance. The Director of Finance and the
Mayor have approved this Manual in order to establish rules and regulations governing
the performance of all functions and duties of the Department of Finance and these
policies and procedures will be applied uniformly to alt departments unless specific
exemption s granted in writing by the Director of Finance. The fiscal procedures define
the functions and responsibilities of the Department of Finance and the methods of
fulfilling these responsibilities. Any errors of omission or comumission in this Manual are
ot to be taken as an exemption from the statutes or ordinances; full compliance with
such laws is required.

Revisions to the Manual will be made periodically as needed. Revisions will be presented
to the Director of Finance and Mayor for review and approval. Suggestions should be
submitted to Sarah Corallo, Internal Auditor, at the following addresses.

Regular Mailing Address

103 North Perry Street

P.O. Box 1111

Montgomery, AL 36101-1111

City Hand Mail Address
Sarah Corallo, Internal Auditor, Finance Department, Room 117E
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E-mail Address
scorallo@montgomeryal.gov

Phone
(334) 241-2084

(334) 241-2255
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CITY OF MONTGOMERY, ALABAMA
FISCAL POLICY AND PROCEDURES MANUAL

CHAPTER 2
BUDGETING

LSTATUTORY AUTHORITY

The Budget Officer of the Department of Finance by statute is responsible for preparing
the initial information concerning the City budget and its execution, revenue estimates,
review of appropriation acts and fiscal analyses. The Budget Officer also assists the
Director of Finance and the Mayor in the formulation of the budget; analyzes and revises
the estimates of revenues and requests for appropriations of all City departments; and
supervises and coordinates the expenditures and other fiscal operations of the
departments.

According to Alabama Act 618, Article V-5-02, the budget, as recommended by the
Mayor, is published and transmitted to the City Council on or before “the 20" day of
August.

The Mayor presents two distinet documents to the City Council.

e A separate current revenue and expense budget for the general operation of the
city government, to be known as the “general fund budget”; and
e A budget message.

The Mayor’s budget recommendations, subject to changes by the City Council, are
adopted by the City Council as the Operating and Debt Service Budget via Ordinance.
The Budget identifies the source of funding and programmatic (functional) areas for
which expenditures are authorized. Alabama Act 618 Article V-5-05 requires a balanced
budget for annual financial operations. In the event that revenue collections do not meet
revenue projections, the Mayor will prorate appropriations and restrict allotments to
prevent an overdraft or deficit in the fiscal year for which appropriations are made.

. THE BUDGETING PROCESS

A. OVERVIEW OF THE BUDGETING PROCESS

The budget is prepared for each fund, appropriation unit and activity by major
object of expenditure in accordance with the chart of accounts. Annually, the
Budget Officer provides to all departments a set of instructions and forms for
preparing a budget request. Formulation of the budget begins with the preparation
of estimates of expenditure requirements for the next fiscal year by the
administrative head of cach budgeted department. These estimates are submitted
annually to the Budget Officer, See Exhibit 2-1A-F (Pages 42-47) for a sample
budget package.
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For business type departments, a detailed statement showing actual departmental
revenue for the preceding year and estimated revenue for the current and next
fiscal year must also be submitted to the Budget Officer.

All departments are required to provide a personnel classification budget request
form showing employees and amounts by classification. The Budget Officer, after
receiving the departmental budget requests, prepares a tentative budget. The
tentative budget is transmitted to the Finance Director who makes provisions for
budget hearings. After the Finance Director’s hearings are finalized, hearings with
the Mayor begin. After these second hearings are held, the Mayor finalizes the
budget recommendations. Before the Mayor makes his final recommendations to
the City Council in a proposed fiscal year budget, consideration is given to the
revenue estimates prepared by the Department of Finance, the estimated
expenditure requirements submitted by the departments, the proposed budget
recommendations made by the Finance Director, and to testimony given at the
budget hearings by department heads justifying their departmental operating
budget.

B. APPROPRIATIONS

An appropriation is the authorization for a department to make expenditures and
to meur obligations for specific purposes at the account level. City departments
may not spend more than the amount appropriated by the City Council. The
Budget Officer is responsible for administering the appropriations. Upon the
adoption of the Budget by the City Council, the Budget Officer will enter the
appropriation amounts into the City-level accounting and budgeting system by
account number.

C. UNLAWFUL USE OF APPROPRIATIONS

It is unlawful for any director, manager, building committee, or other officer or
person connected with any City department to expend any appropriation for any
purpose other than that for which the money was appropriated, budgeted, and
allotted. If the Mayor determines that a department has used appropriations for
any purposc other than that for which the money was appropriated, budgeted, and
allotted, the Mayor has the power and authority to suspend all appropriations and
allotments. This suspension may remain in effect until the diverted or wrongfully
expended funds have been replaced.

D. USE OF DEPARTMENT AND INSTITUTION RECEIPTS

All fees, receipts, and income collected or received by a department are to be
deposited into the City Treasury unless exempted by the Mayor or a City Council
ordinance. These funds are deposited to the credit of the General Fund or other
fund as required by law. These funds are not subject to withdrawal by the
department except as appropriated and allotted.

A department may not increase its appropriation to expend any revenue derived
from the sale, trade-in, or exchange of personal property.
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E. APPROPRIATION TRANSFERS
Transfer of budget between accounts by a department may only be made by a
formal request to the Director of Finance through the Budget Officer. The

1. REVERSIONS

By statute, all unencumbered balances of all appropriations revert to fund balance at the
end of each fiscal year and are credited to the General Fund or the special fund from
which the appropriations were made. The exception to this is the appropriations
associated with ongoing City projects and grants, These appropriations continue in effect
until completion of the project for which the appropriations were made. Encumbered
balances revert to the fund from which the appropriation was originally made one year
following the close of the fiscal year the encumbrance was made in, with exception to
ongoing projects and grants,

A. YEAR-END ENCUMBRANCE PROCEDURES

On September 30 of each fiscal year, all unencumbered monies will revert to the
General Fund or other fund from which the appropriation was made. During the
last quarter of the fiscal year, departments should review the Encumbrance Master
Listing for open purchase orders that should be closed and for other adjustments.
This report will be used to determine the up-to-date encumbered and
unencumbered balances by fund. An encumbrance is an account used to record
the amount of purchase orders and contracts that are chargeable to an
appropriation. Encumbrances are commitments related to unperformed contracts
and do not include unenforceable commitments or intentions to spend. Thercfore,
requisitions and other intentions to spend funds are not to be included as part of
the encumbered fund balance at year end. The Division of Purchasing will
establish a deadline for accepting requisitions for the current fiscal year. The
Division of Purchasing will also establish a date in September on which all
existing requisitions must be converted to purchase orders and revisions sent to
Division of Purchasing for processing. Requisitions remaining after this date will
be deleted and must be resubmitted in the subsequent fiscal year,

B. YEAR-END ACCOUNTS PAYABLE
Accounts payables represent a liability of the City for goods and services received
but not paid for by the end of the fiscal year. Accounts payable, which are
charged by department and account number, will reserve a portion of the fund
balance to adequately cover these liabilities.

C. THE THIRTEENTH ACCOUNTING PERIOD

The City's accounting records remain open for a two-month period following
September 30. The purpose of this period, termed the thirteenth accounting
period, 1s to allow the payment of outstanding obligations at year end and to
permit other accounting adjustments before the 1ssuance of Financial Statements.
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D. ACCURACY OF REVERSIONS AND ACCOUNTS PAYABLE

The head of each department is responsible for the accuracy of the amount of
money to be reverted. The Certified Public Accountants engaged to audit the
City’s financial records will audit cach department as to the accuracy of the
reversion amount and the validity of the encumbrance amounts and year-end
accounts payable.

V. DETAIL BUDGET REPORT

A Detail Budget Report may be printed by a department on an as needed basis.
This report shows the variance between year-to-date obligations (expenditures
plus encumbrances) and amounts budgeted by the department. Sece Exhibit 2-3
(Page 49) for an example of this report.

Revised 9/2008 41



oy

£5601¢ 0L 185 £6501¢ LTETHT TN IVLOL H010 44d
(0
D0°000SL oty 0008 #8681 DSHA ¥IHLOM) 29-92
................................................ D0°0006 8/°918¢ 0006 LEsy DNIVHLTIAELL F1-6€
................................................ SAOANYTTEDSIN wnm6E
,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, @
20001 0001 sana @ Aav(i) FEps
........................................... SINATAQV'ENd wabE
,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, @
O 0STT 0877 8¢ AS D3dS §33401) t-ze
“““““““““““““““““““““““““““““““““ SDAS 40Ud-NON wxTE
................................................ (7
ol 00PF £5°TiC 008 8Ll 1ddNS ADNAH0( 1) 17
,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, SIS s 1T
................................................ ()
................................................ oy o0’ o0 861 “Id N8 XT14(1H) SR
()
................................................ 0098k 00'91T 98 7S¢ 47T SNI Jun(1) Tl
(z)
e 00700F1 ¥ DUY98TS] 0OFLE T1L8E I SN2 JUD(1) Oy
(¢}
................................................ 0uTITE DOFSLY TIEy 8659 AON T 4D L3u(1) 1TE
(z)

,,,,,,,,,,,,,,,,, 00SOLTI 5179868 SOLTT POLYL ALRIADES 208D 1I-g1
,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, LI43N39 IDONIYA wCl
................................................ ()

00 G00TS | OY08018 D00Z1 000TS TONNODLL) 1011 114
SHUVIVS 11
O TONROD U L 143G
7 3 Nid 80 313 1OV
YOAVI DAY d4d 1asang JI¥a 0L 1anang VLIV eralel

8007 8007 8007 AaLSNray L007 LOOT 9007 INAODDV

ANAE TYHANED anni
100

800¢/6 Postasy

XXXX UYIA TVOSI 804
JAFHSMEOM NOLLVIVJEEd L300Ng

1 3OVL “AOVIDVL 139400 TVININWLAVAAA VI-T LIGIHXH

[BNUBJA $UMPI20I{ PUB ADIJOJ [BOSLY AI2WOBIUON o K31



34 800T/6 Pasiady

{z1) () (01} {6) (8) () {8) (s} {v) {€) {2) {1)
sjunowy suonsod paisanbay fed $9SEDIOU| Ked paisanbay G314 H1OY
Aepeg paziouIny 10bpng BUHEOAD wew aseg SUOINSO “ON
{0 ON [BI0 1 40 'ON HY3A INJHUHOD Egstince 3300
SOSEIIII(/SOSEIIY| 183ND3ad 139dnd SNOLLISOd 40 HIGWNN

-AG A3LLINGNS
-NCISIAID YXXX-02-6 DNIGND HV3A YOS HO4d 4380404 d
IR ETEREEE] SIOIALIS TINNOSHId 4O AHVYAIWAS ¢ Wg0d 132dnd
‘AN

Atewobiuopy Jo AuD

TADV “UOVIOVI 1390Nnd TVINFIWLAVIAQ d1-T LIdIEXA

IBRUBA S2INPa00I] pue A010] [B9ST] A30woBIuoW 10 A1)



144

800C/6 Pasiaay

1S3N03Y 139CGN4G 40 NOILYNYIdX3 ANV NOILYINdNOD

183n03Y
13Dang

139009 8v3A
LNIHHNOD

ANACOOV 40 ILL

4400
123rdo

A" A3LLINGNS
NOISIAIG
TNIRIEY3E
-aNNd

g NE0d 130ang

KXKK-0£-6 DONIONT UV A TYOSId 404 d350408d
dSNIdXE DNILYHALO 50 NOLLYLNJGNOD

AsswoBiuopy jo Aun

S WNHCd 1393gng

£ dDVd ‘AOVIDVA 1A9dNd TVINAWLIVIAA DI-7 LIIIHXA

JERUBIA] SSINP0OI] PUL ADT[O] [€3SI]

AIDWIOTIUON 30 AL



97 800C/6 PasIay
0 SIVIOL
1052
GANHOH4 39 OL ¥HOM 40 NOILdIHOS2A TYHINTD 103roHd H0 NOLLYDOT | 183N03Y (D13 INIVA WIvdId ‘NOILYAONIY) 3000
i3sang 103r04d 40 3dAL 103rdo

‘A8 d31LHWGnNs

‘NOISIAID
~INFW1HVAIA

{GNMd
9 WdOd 132dnd

XXXX-0E-6 DONIAONT HY3A TVOSId HOd GI8040dd
JSNIJ X IONYNILNIVIN GNY HIVJIH DNIQTING 40 NOLLYINdNOD

Aswobiuopy j0 Al

g WHOd 1393an8

¥ ADVI ‘FOVIIVL LADANY TVININW LIVIIA I-7 LIGIHXH

[BOURIA] SAINPID0IJ PUE AD1[0] [BOSI]

AIDWOSIUON JO AND)



o 800T/6 pestay
000
LINNOWY ALD 1800 180D NOILIGNGD NOILAIHOS834 d3SvHOHNd o Q3.153N03Y INSWLINDI 153nD3d| "ON
Wi0d LiNM dvdA RN 40 NOILdIZOS3d "AHLO W4
NOLLVYGNIWWCSIH NOILLVAYHOLINI L80D TYNOLLIAY/J32V 1d3H-INIWGINDIA 40 NOLLJIHOSAd
‘AQ GILLINGNS as WNCo - 3d00 L23rgo

‘NOISIAIKD CN 100V XXXK-0E-8 DNIANT YVY3IA YOS HO4d 0350d404Hd Gl WHCH 139Dand
INIWILHY 30 FHYMLIOS B LNAWOD HO/GNY INTWAINDI H3LNNOD 4O NOLLYLNINOD i 18vd
-ANN4 INFWIOVId3Y .-

Hidvd Ol WEOd 139dang

AswioBiuopy 1o Q1D

TYNCILLIGAY .Y

SADVA “HOVIOVI LE3DANd TVINIWLAVIIA dA1-T LIFIHXF

[ENUBIA S2INPAD0IJ PUB ADI[OJ [BOSL]

ARuIoBIMoW Jo L3170




Ly

800¢/6 PRsIngy

00°C

LINNOWY ALD 1500 1500 NOLLIANOD NOILJIHDS3A GASYHOENd WV AILSINOIH INIWJINDT [ 1S3INDIH] "ON
IVIOL LINAN Hy3A wide 40 NOLLJIEDS3a ABLO | W34
NOILYCNIAWOSIH  NOLLYWHOLINI 150D YNOILIGAY/GIR0V IdIH- INGWSIIOE 40 NOLLJIHOS3]
A8 GILENENS d& as WiNoo T TTT 3000 Lo3rao
NOISIAIG ON L0V XXXX-0E-6 DNIANT BY3IA VOS2 €04 0350d04Hd 21 01 WHCH 13Dang
TINSWIEYJId 1403 SNOLLYDINAWNOD/NOILYDINAWNODTTAL 40 NOLLVY LNJINOD j1Evd
HaN[g| ANFNIDYIAAY o

Hidvd OL0l Wgd 139and

Asawobiuop jo A1

IYNOILIAAY WY

9 OV “AOVIOVI LIDAND TVINANWIAVAAA A1-T LIGIHXA

[BNUBIA S2INPAD0IJ PUB ADI[O] [BOSLY

KrawoFuoy Jo A1




G3AOUddVSIA

GaAOUddY

14

800T/6 posiavy

IVAQUddY
HOL03dId 3ONVNIL

Nouvaidisnr

0%

0%

0%

0$

0%

0%

0%

0%

0%

0%

0%

0%

0%

0%

0%

0%

SINNOWNV
a3siangy

SNNIN/SN
-- JONVHD
40 LNNONY

LINNOWY
135ang
AINTHAND

FAVN LINNCOOV

AIGANN ENNODOV

‘A9 LNdNi
J1VAa AYiNS
‘ON dHD
'ON3r

"ATING
3ISN 14330 JONVYNIA

‘aiva

AANFWEAYdA3A

HANLYNDIS

‘Ad d31s3no3y

MO LSANOTE HASNVHL LADANI -7 LIFIAXA

[ENUBIA S2INPID0IJ PUB A2110J (82814 AISWOSIUOIN JO A1)



[nd

o0°eog
00" 805

WHOD Dy o o
I [}
0 o
fua}
o
&
L]
th

fuac o o T
ot T o3

O

=]
o]
(]
o]
]
(]
Lt |

e DT

LHI9 IOy T
% TR DAL

mm_GN\ﬁDmOHMMmGH.HH.HEDOUU«m
z To%d

™~
-
L3

UL guiaey

w o
ur 03 0

WD A D

-

SEOLEIAMASYE ZAQINVITADEIN -
SAOZNTITIADSTM JIHIO 3
FANLIANEIEE SROEHNYITIANSIN

o
Opy 1 ™

Oy
0

(i)

DD

pYa)

o
-

ADyho
(o

[

-

SENA AW CEZLIDITEnd

{1 ]
Oy
[wim el
20wy

[ata

il

oo
=]

iy
(T35

5

~

&

=]

%]

=

=]

[l

n

4]

i3]

By

&

QL

L

=

©

L=

2IAEEE TRNOIZEEdCEd

i
i
[ ]
i

309
iy
el

o

j=l]
o
e
5
e
[aaclom }
[¥al¥a)
oo
et

|

=¥
e~
(2]

13

HWId LIZFHIE STATHETI
FAIT HAMTARSHI  JROHD
2kl - FITINENT anods

MO I dD LEEHDE LAY

2
[4r}

r

T ey m
Vi

O D O
[ e Y
el [ R
[ C900
Wraor

-t

[wnlun}
oo
£
L
UYL
el
A

TRNUBYN SINPID0L] PUB A0 [BOSL]

BO0C/6 PesIney

LLOMNO
essvyes Teool DOTD &

m.m,mn‘.mmm“m.x_.owﬂ.a’mmmmm++4+G
LNELDNITAQD THEENID +x +x T

W
LoD

T e S

SOOENTITI NS TG

SHINI®IL 3
SOOHANTTEDETM

1

u

v

7

|

fauy

[

i

[x1

23

=4

[=T3
T
yefrad g

CHChTIh

2ENI AIHEHE SN

el g

i

=

[l

it

—

5}

i

[14]

[

1=

3

e g

ff gt
[apIarleriny L]

[RFIRRIn)

SYDTANIS 4094 hEde 14
TAHEE TOHOIZREI0EE

TINALTH «»
mm‘.w‘_mOmmm

MOWOLDY  ydedrd (0N

[30 30 AN B ar Talny]

(STt ol )

SZEITALE
SLIAANEY HOHIHI

T

e

ALIEADIE TTI0E
SLIJEHNIE ZDHIAS

et AP PRI et et
3 i Lol S ot Lios T Kooy

gredred vt

{4
£
=
i
5
D

i

SHACTT L
quiE THIEHES

sureaeTw  fAaswmofzucn 1o A3To
TLYZRIES  tEELONd
mw"mum.m\ﬁDmN._..\Hmn__.DH.mmmdmmm,m

LIOdIY L3DdNd "HVLIA 40 4DV A 1dINVXH €T LIdIHXH

A¥SWOBIUON 10 AN
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CITY OF MONTGOMERY, ALABAMA
FISCAL POLICY AND PROCEDURES MANUAL

CHAPTER 3
RECEIPTS AND ACCOUNTS RECEIVABLE

I. GENERAL PROVISIONS

All fees, receipts and income collected or received by any City department is to
be deposited into the City Treasury or an approved City depository as a credit of
to an appropriate fund. The City’s Treasury is charged with controlling and
recording all payments into and out of the City Treasury and for each fund and
account.

All checks shall be endorsed “For Deposit Only, City of Montgomery” and
deposited into the City of Montgomery’s accounts at the banks designated for said
funds located in Montgomery, Alabama.

The practice of spending funds for personal use is strictly prohibited.

All cash receipts received before 1:00 p.m. will be deposited the same day except
funds received on Saturday, Sunday, or holidays which will be deposited on the
following work day.

Department Heads are responsible for insuring that monies are received prior to or
at the point of the sale of any goods or performance of any service, with the
exception of customers billed on account.

Receipts received through the United States Postal System must be logged by the
department or division when opened. A copy of the log will be submitted to the
Internal Auditor at month-end.

11. PROCEDURES AND DOCUMENT FLOW OF CASH RECEIPTS

Some departments may be designated to deposit their monies directly into a City bank
account. Other departments may deposit their monies through the Treasury into a City
bank account.

A. DEPARTMENTS DESIGNATED TO DIRECTLY DEPOSIT TO
BANKS
The department will deposit monies received directly into a City bank account
and are responsible for endorsement of deposited checks as stated above.
Responsibie personnel will have access te bank deposit slips. The depositing
department will then prepare and code a Treasury Receipt through the cash receipt
system. The department will send a copy of the daily summary report, bank
deposit slip and the bank transaction receipt to the Treasurer for verification and
approval. See Exhibit 3-1 (Page 54) for an exampie of a Treasury Rccupt Su,
Exhibit 3-2 (Page 55) for an example of a daily summary report. See [
(Page 56) for an example of a bank deposit slip and a bank transaction recei

Revised 9/2008 50



City of Montgomery Fiscal Policy and Procedures Manual

B. DEPARTMENTS DESIGNATED TO DEPOSIT THROUGH THE CITY
TREASURY

The department will deposit monies through the Treasury in a locked bank bag.

The deposit will include a daily summary report and a City Cash Receipt form.

The Treasurer will verify the deposit and create a Treasury Receipt from the

source paperwork, The Treasurer will then prepare a deposit slip and deposit

funds into a City bank account. Copies of the completed Treasury Receipt are sent

Cash Receipt form.

HL TYPES OF CASH RECEIPTS AND ACCOUNTING EFFECTS
Receipts are categorized into three main types: revenues and other sources, balance shect
receipts, and refunds of disbursements.

A. REVENUE AND OTHER SOURCES
Deposits of revenues include taxes, fees, fines, interest, rent, grants, and
government funds. Revenues are deposited by their two-digit deposit code or

Cash account and a credit to the Revenue account.

B. BALANCE SHEET RECEIPTS

A department may deposit monies that cannot, during the current period, be
recognized as revenue. These types of deposits include monies held as bond for
performance, rental deposits, fees, rents, and grant funds collected in advance.
Balance sheet items are deposited by their two-digit deposit code or general
The accounting effects of the deposit are a debit to the Cash account and a credit
to the Balance Sheet Account.

C. REFUNDS OF DISBURSEMENTS

1. Current Fiscal Year Refunds of Current Year Disbursements

If a department receives a refund of monies disbursed in crror during the current
fiscal year and charged to the current budget year, such as an overpayment to a
vendor, the cash receipt form must be coded to the account number used to make
the initial disbursement.

2. Refunds of Prior Year Disbursements in the | 3 Accouniing Period

If a department receives a refund of monies disbursed in error in the prior year but
received in the current year while the 13th accounting period 18 open, the cash
receipt form should be coded as a prior year receipt and the account number used
to make the nitial disbursement should be noted on the City cash Receipt form.
This information will be used to process a cash receipt in the current year via the
Treasurer’s office and an adjusting journal entry (AJE) in the 13" accounting
period of the previous year by staff of the Department of Finance.
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3. Refunds of Prior Year Disbursements after the | 3 Accounting Period

If a department receives a refund of monies disbursed in error in the prior year but
received in the current year, and the 13th accounting period is closed, the cash
receipt form must be coded to the account number used to make the initial
disbursement and deposited in the current fiscal year.

IV. CASH RECEIPT FORM

A Cash Receipt Form is used for all deposits made directly to the City Treasury. The
department submits a copy of the Cash Receipt form, the Daily Summary Report, and any
other deposit documentation with the cash deposit. The deposit is sent directly to the
Treasurer’s Office i a locked bank bag. Copies of all documentation submitted will be
held at the departiment for their records.

The Cash Receipt Form and Daily Summary Report must be fully completed in order to
process a Treasurer’s Receipt. For the specific cash receipt type; the account coding in
the middle portion of the form will vary depending on the type of cash receipt. A listing

V. REVENUE REPORT

Each department has the ability to run a Revenue Report, which lists revenues recognized
and cash collected for the current period and the fiscal year-to-date vs. the budgeted
amount. This report contains only revenues and will not include receipts that are refunds
of current year disbursements or balance sheet receipts.

YI. ACCOUNTS RECEIVABLE

Circumstances may necessitate a Department Head granting an extension of credi
{Accounts Receivable Customers);, however, such considerations will be mininized by
rigid discipline in its use. The City Comptroller will be responsible for maintaining a list
of outstanding receivables.

Credit extended to account receivable customers will be conducted as follows:

A. CREATION

1. The Department Head will oversee the generation of the respective
Department’s account receivable invoices and must insure that the accounts
receivable customer has the authority to incur a legal debt in the name of the
debtor.

2. The Department Head will be responsible to insure that invoices are prepared
immediately upon completion of the service or delivery of the material.,

3. The Department Head is responsible for obtaining a correct billing address for
the customer, Federal Tax ID Number or Social Security Number and for
sending a copy of the invoice to the debtor.

4. In no instances will invoicing be less frequent than once a month without the
approval of the Finance Director.
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B. COLLECTION
1. Collections will be conducted by the Finance Department and recorded
through the Treasury as a cash receipt.
2. The Comptroller will be responsible for establishing a ledger for accounts
receivables and for collection of the amounts owed the City.
a. The amount due is payable within thirty-days of the invoice date,
thercupon becoming delinquent.
b. Upon becoming delinquent, a statement shall be sent after thirty-
days to the customer requiring prompt payment, After sixty (60) days
from the invoice date the Comptroller has the authority to institute
legal proceedings if not paid.
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City of Montgomery

EXHIBIT 3-1 TREASURY RECEIPT

CITY OF MOWNTGOMERY
REPRINT
%% COETOMER RECEIPT *+%

Batch ID: TCOLLINZZ 11/01/06 01 Feceipt

Ty 3w Descripticon Qv
T1 OV CONHOR-LESS0NS
1.00
OV COMMOR TEMNIS 10731706
Trans number:
LESZON REVENUES / O 56100004SZ2200
TZ O CONMOR-COURT RENTAL
1.00
OFCOMHOR TEMMIS 10/31/7068
Trans numder:
RENTLS & USE FEEZ / S61000045&62300

no:

1011

Amount

824031.27

41520

Ta OF CONNOR-IR, DEVELOFHENT

1.00

O CONMOR TENWIS 10531706

Trans nwurmixer:

TOURNAHNENT REVENUES S55100004572400
10/31/2006 DEP
Tender detail

CK¥ CHECE PATMEN $2144,02

Ch CASH TRANSAC 433,25
Total tendered: fakBz. 27
Total payment: 52582 .27
Trang dave: 11/01/706 Time: 10:51:45

ww% THANE YOU FOR YOUR PAYNENT *&%

Revised 9/2008
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City of Montgomery

EXHIBIT 3-2 DAILY SUMMARY REPORT

P.O. Box 3313

\{ The
Montgomery
Zoo

Montgomery, AL 36109-0313

SAMPLE

(334) 240-4900

Date;

Currency. $100.00
$50.00
$ 20.00
$10.00
$ 5.00
$ 1.00

Total Currency

Check Total

R~ - T - T < I < =

(Aftach an itemized list of checks)

TOTAL DEPOSIT AMOUNT

Source of Incoma

Account Number

541-0000-451-19-00
541-0000-451-20-00
541-0000-451-21-00
541-0000-451.22-00
541-0000-451-27-00
541-0000-455-57-00
010-8800-478-01-00
541-0000-479-80-00
541-0000-479-80-00
541-0000-132-02-00
541-8840-455-54-00
541-8810-454-21-00
541-8810-479-80-00

TOTAL

Deposit Prepared By:

Fiscal Policy and Procedures Manual

Summary Deposit

Report

Deposit made to
OPERATING ACCOUNT

Coins $1.00

$.50% -
$.258_
$ 108 .
$068_
$.01%_
Total Coins $ _
3
s
Account Description Amount Charge
Zoo Admissions ZA $
Zoo Train ZB %
Zoo Special Events ZC %
Zco Education Programs FAV R
Zoo Memberships/Subscriptions ZE %
Zoo Gift Shop Sales ZF S
Zoo Donations 2G §
Zoo— Cther Misc. ZH $
Zoo— Bad Check Service Charge 208
Zoo-— Bad Check Coilection ZJd 8
Food Sves Concessions/Sales 2K §
Food Svcs Special Events 2L 5
Food Svcs Misc Concessions ZM 5
ZX %
5
$

Revised 972008
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EXHIBIT 3-3 BANK DEPOSIT SLIP & RECEIPT

@ Compass Bank Transaction Reeeipl

A transactions ang suiiect W preod and vedbeation and aceepied i accordance with he 18rmbs of the
Juplsitor ageceinz
10 easure proper aad tinely posting o yOur YARSacHon, pease use i personsized teposi andier

vritiGeawal ship witih each tansaction. To eider personatized documents, piease cai 1-808-355-8123.

The bank symbp!, iransaction ac., dale and ameun! are shown Below.

{2071} 0EE}-55-66

Ry [RERIERNN TLEGFB0A $39%605.50 I

Memilee

Thank you for hanking with Compass, SAMP I E FD!C
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EXHIBIT 3-4 CITY CASH RECEIPT FORM

HOUSING & CODES ENFORCEMENT BRANCH
ROOM # 125

MONEY TURNED IN TO TREASURER

Coins Date

Currency Prepared by:

Money Order lohn Doe ext, 0069
Checks $750.00

Total . $750.00

RECEIPT 290378 - 290383 S AMPLE

FOLLOWING ACCOUNTS FOR WEED ABATEMENT:

WI 001-0000-132-44-00 3 . (LOTCUTTER'S)

AT G01-0000-479-82-00 $ 750.00 {ADMINISTRATIVE)
AB (01-0410-711-32-91 L I {COUNTY)

G1 001-0000-479-80-00 3 {COUNTY -redemption)

R9 001-0000-115-34-00 b
AU 001-0000-411-11-00 i {GENERAL)
DM 001-G00-479-83-00 S (DEMOLITION)

RECEIVED BY
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City of Montgomery Fiscal Policy and Procedures Manual

CITY OF MONTGOMERY, ALABAMA
FISCAL POLICY AND PROCEDURES MANUAL

CHAPTER 4
PURCHASING & CASH DISBURSEMENTS

. AUTHORITY AND RESPONSIBILITY

The Division of Purchasing, Department of Finance is established by statute (Code of
Alabama 1975, § 11-43C-69) and is under the direction of the City Purchasing Agent.
The Division purchases all personal property for all City departments. The Division is
also responsible for making and supervising the execution of all contracts and leases for
the use and acquisition of any personal property.

11. CLASSIFICATION OF PURCHASES
A. The department’s Petty Cash Fund should be used for local purchases totaling less
than $25. See Section XII in this chapter for petty cash procedures.

B. The following purchases over $25.00 in total do not require requisitions and Purchase
Orders {(PO) or Blanket Purchase Agreements (BPA) and can be paid through the Field
Purchase Order (FPO) process:

Payments on confracts, leases, and other agreements

Postage and post office box rental

Insurance payments

Utility payments (gas, water, electricity, telephone)

Employee and officials’ bonds

Employee reimbursements (travel requests, mileage, etc.)

Refunds

Professional services {doctors, lawyers, etc.)

Non-professional services (pest control, garbage service, cte.) under $7,500 in

value

Contract labor

Temporary employees

Subscriptions {(magazines, periodicals, books) under $7,500 in value

Membership fees, dues, registrations

Departmental petty cash reimbursements

Supplies and materials not available from the Purchasing Warchouse and

under $1,000 in total

C. The following purchases do require requisitions and Purchase Orders (PO) or Blanket
Purchase Agreements (BPA) through the Purchasing Division of the Department of
Finance:

Equipment

Inventory {clothing, food, auto parts, etc.)
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Office and operating supplies not available from the Purchasing Warehouse
and over $1,000 in total.

Non-professional services (pest control, garbage service, ete.) $7,500 in value
or greater

Subscriptions (magazines, periodicals, books) $7,500 in value or greater

111. APPROVED VENDORS

The Division of Purchasing is responsible for approving and maintaining a listing of all
vendors that are eligible to do business with the City of Montgomery. A form W-9 must
be kept on file for each approved vendor. Requests for the use of a new vendor must be

an example of a W-9. No purchases can be initiated without vendor approval from
The Division of Purchasing,

IV. ALABAMA BID LAW
A. BID REQUIREMENTS AND EXCEPTIONS
All contracts for labor, service, purchase or lease of materials, equipment,
supplies, or other personal property for $7,500.00 or more by any City department
must be let by free and open competitive bidding, on sealed bids, to the lowest
responsible bidder (§41-16-20).

Competitive bids are not required for the following (§41-16-21):

I. Utility services - no competition exists, or rates are fixed by law or ordinance.

2. Insurance by the City.

3. Contracts to secure the services of attorneys, physicians, architects, teachers,
superintendents of construction, appraisers, enginecers, consultants, or
other individuals possessing a high degree of professional skill.

4. Contracts of employment in the regular civil service of the City.

5. Tourist advertising.

6. Purchase of alcoholic beverages.

7. Purchases of local materials from any property owners in the vicinity of a
project; or purchases and contracts for the repair of equipment used in the
construction and maintenance of roads.

8. Products made by Alabama Institute for the Deaf and Blind (§21-2-1 to 4).

9. Maps, photographs, or other items from a federal or state department.

10. Books, maps, manuscripts, pamphlets, or periodicals purchased for use by any
City library or any other City supported library.

1. Contract services/ personal property when there is only one vendor.

12. Contractual services and purchases of personal property, which by their nature
are impossible to award by competitive bidding.

13. Barter transactions by the Department of Corrections.

B. PENALTIES FOR RECEIVING GIFTS/BENEFICIAL INTEREST

An employee having 7...any personal beneficial interest, either directly or
indirectly, in the purchase of any personal property or contractual service...” or
“...by rebate, gifts or otherwise, any money or thing of value whatsoever or any
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promise... for future reward or compensation...” is in violation of the law. Any
violation 1s a misdemeanor, and upon conviction, the individual may be
imprisoned for not more than 12 months or fined not more than $500 or both. The
individual will also be removed from office (§41-16-30).

C. ADVERTISEMENT/SOLICITATION OF BIDS

The City Purchasing Agent is required to advertise for sealed bids on all
purchases of an item in excess of $7,500 by posting a notice on a bulletin board in
the reception area of the Purchasing Division, or by publication of a one time
notice in a newspaper published in Montgomery County, Alabama. Under the
direction of the Purchasing Agent, sealed bids will be mailed to all Alabama
persons, firms, or corporations and other persons, firms, or corporations the
Purchasing Agent deems necessary to insure competition. No purchase or contract
involving an item in excess of §7,500 may be divided into partial contracts to
avoid the requirements of this article (§41-16-24).

D.LETTING OF CONTRACTS WITHOUT PUBLIC ADVERTISEMENT
In case of emergency affecting the public health, safety or convenience, as
declared in writing by the department head, the contract may be let to the extent
necessary to meet the emergency without public advertisement. This action and
reasons will be made public by the awarding authority (§41-16-23).

E. AWARD OF CONTRACTS

Purchases made through competitive bidding will be awarded to the lowest
responsible bidder, with consideration given to the quality of the commodities,
conformity to specifications, terms of delivery, and freight charges. A contract for
the purchasc of personal property or service will be let for periods no greater than
three years (§41-16-27).

F. ASSIGNMENT OF CONTRACTS

Prior to an award, the bid package is sent to the requesting department for
evaluation. The department returns the bid package and evaluation to the
Purchasing Divigion. An awarded contract is not assignable by the bidder without
written consent of the awarding authority and the requisitioning department. A
contract cannot be assigned to a bidder whose bid was rejected (§41-16-29).

V. CONTRACT ROUTING

All agreements for goods and/or services that create a commitment between the City of
Montgomery and another party, or parties, are to be routed from the point of origin
through the appropriate departments for signature approval prior to execution of the
agreement by the Mayor.

To initiate the routing process, the originating department of the agreement must obtain a
pre-numbered routing sheet from the Department of Finance. See Exhibit 4-2 (Page 85)
for an example of this form. The requestor will have to sign a log sheet before being
given the pre-numbered routing sheet. This process will enable the Department of
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Finance to track all potential commitments, determine funds availability before execution
of a contract, and properly book executed contracts in a timely manner.

VL GRANT APPLICATION AND REWARD NOTIFICATION

[t is imperative that the Department of Finance be notified of any and all grant
applications in order to comply with Single Audit Requirements. If someone other than
the Grant Administrator applies for a grant, a copy of ail applications should be
forwarded to the Grant Administrator and to the City Comptroller. The Comptroller
should also be notified when the grant is approved or disapproved.

When a grant has been approved a financial commitment has been made to the City of
Montgomery and the transaction must be recorded by the Department of Finance.
Consequently, it is imperative that executed documentation be immediately sent to the
City Comptroller in the Department of Finance.

VII. THE REQUISITION PROCESS — CREATING A PURCHASE ORDER OR
BLANKET PURCHASE AGREEMENT (BPA)

The purchasing process includes several layers of approval, The following is a step-by-
step account of a typical requisition:

1. Submission of a requisition. The electronic requisition is prepared within the
department. See Exhibit 4-3 (Page 86) for an example of an electronic requisition.

2. Department Head Approval. The department head will electronically review and
approve the requisition.

3. Accounting Approval. The requisition is then checked for coding accuracy by the
Division of Accounting and approved.

4. Finance Director or Deputy Director Approval. After the third layer of approval,
the requisition is forwarded to the Finance Director or Deputy Finance Director
for approval.

5. Creation of Purchase Order. Upon the fourth layer of approval, the requisition is
forwarded to the Division of Purchasing for quoting, bidding, and the creation of
a purchase order (PO) or blanket purchase agreement (BPA). See Exhibit 4-4 A
and B (Pages 87-88) for examples of clectronic and manual purchase orders. The
originating department should maintain a copy of the PO regardless of manual or
electronic creation.

If a City Council district’s discretionary funds are to be used to fund a requisitioned item,
written approval from the councilperson must be obtained before a purchase order is
created.

Creating a purchase order initiates an encumbrance (reserve) of the department’s funds.
The effect of an encumbrance is to commit a portion of the department’s appropriation at
the time the PO 1s processed. The department’s appropriation and allotment balances
must be adequate to cover the amount of the purchase order. The purchase order will
obligate the department’s appropriation and allotment by the amount of the purchase
order. The accounting system will ensure the availability of budgetary authority.
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Blanket purchase agreements (BPAs) are created in the same manner. A BPA is issued to
vendors who are repeatedly used for the same commoditics. BPAs are left open
throughout the fiscal year.

VII. PROCESSING OF PAYMENT FOR A BLANKET PURCHASE
AGREEMENT (BPA), OR PURCHASE ORDER (PO)
The following is a step-by step account of a typical BPA, or PO payment:

1. Material Receipt. When the ordered materials arrive, the department submits a
material receipt through the accounting system. This clectronic receipt documents
the date received, quantity, and identify of the employee who received the
materials. See Exhibit 4-5 for an example of an electronic material receipt. For the
material receipts of fixed assets, a manual material receipt is required. See
Chapter 5 for Fixed Asset Procedures.

2. Receipt of Invoice. The department should receive the invoice and any other type
of documentation needed to process payment from the vendor. The invoice is
compared against the PO for accuracy. If there is a difference of more than $1, the
Purchasing Division must be contacted to help determine the discrepancy. If all
documentation matches, it is sent to the Accounting Division for processing. See
Lixhibit 4-5 (page 89) for an example of a material receipt.

3. Accounting Approval. The Accounting Division receives the invoice and any

vendor invoice. All documentation is reviewed, approved, and entered into the
system. Any issues that arise during this review will be resolved before payment
15 processed.

4. Inclusion in the Check Run. The invoice 1s included in the Accounting Division’s
weekly batch of checks to be processed,

1X. PROCESSING OF PAYMENT FOR A FIELD PURCHASE ORDER (FPO)
Departments are responsible for entering payment fransactions directly into the
accounting system. 1t is the responsibility of each department to ensure sufficient expense
budget exists, and the proper vendor and account codes are used. Failure to adhere to
these requirements by the department may cause a serious delay in payment and an
unnecessary waste of time and effort. The following is a step-by-step account of a typical
FPO payment:

1. Order Received from Vendor, Receipt of Materials, and Receipt of Invoice,
Usually, but not always, a departiment will receive the invoice at the same time as
receiving (and sometimes ordering) the materials.

2. Department Head Approval. The department head will review and approve the
invoice (and any other supporting documentation) via signature on the face of the
invoice.

3. Creation_of the FPO, The department will create the FPO in the accounting
system. It 1s umportant that the FPO is coded with proper vendor and account
codes. Also, the account must have sufficient budget. See Fxhibit 4-7 (Page 91)
for an example of a FPO. The FPO number is then written on the invoice and
forwarded to the Accounting Division.
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4. Accounting Division Approval. The Accounting Division receives the invoice and

any other additional documentation. All documentation is reviewed and
electronically approved. Any issues that arise during this review will be resolved
before payment is processed.

Finance Director or Deputy Director Approval. The FPO is forwarded to the
Finance Director or Deputy Finance Director for review and approval.

Inclusion in the Check Run. The mvoice 1s included in the Accounting Division’s
weekly batch of checks to be processed.

If a City Council district’s discretionary funds are to be used to fund an FPO purchase,
written approval from the councilperson must be obtained before the FPO is approved for
paymennt.

X. ORIGINAL SIGNATURES

An original signature is required for the following documents:

All FPOs must have the original signature of the department head or assistant
department head on the face of the invoice.

All City Mileage Reimbursement forms require the traveler’s signature to be
original. It must have the department head’s signature on the face of the
paperwork as noted above. See Exhibif 4-8 (Page 92) for an example of a mileage
reimbursement form.

All City Travel Certificates require both the traveler and a notary signature to be
original. It must have the department head’s signature on the face of the
paperwork as noted above. See FExhibit 4-9 (Page 93) for an example of a travel
certificate.

All contract change orders must have original signatures of the contracting
parties.

All expenditures using special Mayor or City Council funds over $10,000 must
have an original signature from the City Council or Mayor’s office.

All material receipts for fixed assets must include the original signature of the
receipting employee.

XI. TRAVEL PROCEDURES

A. REQUEST FOR TRAVEL

1. All requests for out of town travel must be approved by the Mayor prior to the
travel date(s).

2. All advance checks for travel funds, registration fees, ete. will be issued in
accordance with the City’s check issuance guidelines. The traveler is
responsible for all funds advanced and is required to prove all expenses with
itemized receipts., Any remaining advance will be returned to the City
Treasury.

3. In the event of an cmergency where the individual must travel outside the
municipality and sufficient time does not exist to process an advance check
for travel, the Finance Department holds a credit card that may be used to
charge travel expenditures incurred only after approval of said emergency by
the Finance Director or Deputy Finance Director. hnmediately upon the
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completion of the emergency travel, the traveler must remit all receipts to the
Finance Director’s office. Upon receipt of the credit card invoice, the
expenditures for emergency travel will be charged to those departments that
used the card.

B. TRAVEL ADVANCES

1.

2.

3.

4.

The individual must be an officer or a full time employee of the City (contract
individuals are not eligible for advance travel).

No individual may have more than one trave]l advance outstanding at any
time.

The maximum advance for any individual shall be the estimated cost of the
trip.

A ftravel advance FPO shall be attached to a signed and approved travel
request by the Mayor.

C. REQUEST FOR A CITY GAS CARD

1.

In the event that a City vehicle will be used as the mode of transportation, a
gas card will be issued to the traveler. All requests for gas cards shall be
submitted to the Accounting Division.
A listing of all gas cards should be maintained by the Accounting Division at
all times containing:

a. Authorized Holder’s Name and Departiment

b. Credit Card Account Number

¢. Credit Limit
Gas cards are ONLY utilized for City of Montgomery travel over 50 miles
from City limits,

D. TRANSPORTATION

1.

Travel must be performed over the most direct route using the most efficient
and economical means consistent with requirements. If the traveler travels by
an indirect route, or by less economical means, then, the traveler shall be
responsible for any extra cost, subject to the approval of the respective
department head.

The use of private vehicles may be authorized by the respective Department
Head if an appropriate City vehicle is not available. The employee must show
proof of sufficient fability insurance and be approved as a City driver by the
Division of Risk Management.

in the event the Department Head authorizes the use of a private vehicle and
proof” of lability insurance has been submitted to Risk Management, the
traveler shall be reimbursed at the current City Council approved mileage rate,
which is currently $0.35 per mile. If two or more individuals travel in the
same vehicle, only the vehicle owner may receive reimbursement,

Advance common carrier tickets (air, bus, etc.) are authorized for travel which
is impractical by automobile. These tickets shall be obtained through the most
economical mode available and shall be coach accommodations.
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E. HOTELS
Hotel reservations will be made for single rooms unless otherwise approved.
Accommodations utilized shall be standard and reasonable.

F. MEALS
1. Normal, actual meal expenses incurred during travel are authorized. Itemized
meals receipts are required. Per diem is not allowed.
2. No payment for alcoholic beverages will be atlowed.
3. Snacks between meals are not authorized as legitimate travel expenses. The
traveler is responsible for purchasing his own snacks.

G. TRAVEL REPORTING PROCEDURES
1. All travel expenses (other than gas card expenses) must be filed on a City
Travel Certificate and turned in to the Internal Auditor in the Finance
Department within fourteen (i4) days after completion of travel. The
Certificate will be verified and signed by a notary public and must be attached
to the receipts that support the expense on the report. The burden of proof and
justification for expense reimbursement is on the traveling party.
2. If additional reimbursement is requested, it must also be approved by the
department head and processed as an FPO.
If the individual spent less than was advanced for his travel, the remaining
advance must be returned to the City Treasury with a copy of the City Travel
Certificate and supporting receipts,
4. All gas card expense receipts, along with the gas card, must be returned to the
Accounting Division within two (2) business days after completion of travel.

(o8]

H. REQUIRED RECEIPTS

1. The following receipts shall be required and attached to the City Travel
Certificate:
a. All hotel charges.
b. All common carriers and mileage charges. Receipts for taxi and limousine
expenses will be obtained if available.
¢. Meal receipts for all meals including tips. Meal receipts must be itemized
and labeled as breakfast, lunch and dinner regardiess of the doHar amount,
d. All registration fees.
¢. All other miscellaneous fees, such as parking, telephone calls (business-
related calls only), emergency office supplies, ctc.

2. A written statement approved by the respective Departinent Head 1s required
for all misplaced receipts and is subject to approval.

E FRAUDULENT TRAVEL CLAIM
t. All expense reports shall be certified by the traveler and reviewed for approval
by the Department Head. The burden of proof and justification for expense
reimbursement is on the traveling party.
2. Any mdividual who willfully claims frauduient travel expenses shall be
subject to legal prosecution and termination.
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3. The Internal Auditor is directed to report all suspicious expenditures to the
Finance Director or Deputy Finance Director. Copies of findings will be given
to the Mayor.

XIL PETTY CASH PROCEDURES
A. ESTABLISHING A PETTY CASH ACCOUNT
All requests for new petty cash accounts or changes to existing petty cash accounts’
amount or custodian must be approved by the Finance Director, The custodian of the
petty cash account is responsible at all times for the entire balance, including
unexplained shortfalis.

B. USE OF A PETTY CASH ACCOUNT

The custodian will keep petty cash in a secured location, preferably in a locked
drawer. The custodian will also keep a ledger of all cash inflows and outflows. All
petty cash outflows must be supported with the original register receipt and a petty
cash receipt. The petty cash receipt will be completed, including signatures of the
employee requesting reimbursement and the custodian. Excluding petty cash
reimbursements from Finance, all petty cash inflows must be supported with a petty

Under no circumstance will the custodian cash an employee’s personal check from
the petty cash account. The custodian will not advance an employee cash for personal
use. Cash advances to employees for legitimate expenses are permitted, with the
completion of a petty cash receipt.

The custodian will complete an FPO for reimbursement of petty cash when needed,
but at [east monthly. Copies of all documents submitted to Finance are to be filed for
the custodian’s records. Finance will reimburse the petty cash account via check after
review of submitted expenses. The custodian will cash the petty cash reimbursement
check immediately upon receipt to replenish the petty cash drawer.

When the custodian is notified by Finance of a disaliowed expense, he or she must
take steps in order to replenish the petty cash for that amount. A listing of legitimate
and illegitimate expenses may be found in Section C below. The custodian may
request repayment from the employee who originally requested the petty cash
expenditure. However, the custodian is ultimately responsible for the balance of
the petty cash account, including unexplained shortfalls.

C. LEGITIMATE AND ILLEGITIMATE EXPENSES
Legitimate expenses allowed by Finance include, but are not limited to:
¢ Any item needed for an employee to perform his or her duties, provided an
item of equal use is not available at the warchouse
¢ Food expenses not for use by employees

Nlegitimate expenses disallowed by Finance include, but are not limited to:
¢ Alcoholic beverages

Revised 9/2008 872



City of Montgomery Iiscal Policy and Procedures Manual

¢ Food expenses for employees

¢ Gifts for employees

s Any item needed for an employee to perform his or her duties purchased
elsewhere, when an item of equal use is available at the warehouse.

¢ Sales tax
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EXHIBIT 4-1 FORM W-9

Form W"g Give form to the

Request for Taxpayer requestor, Do not
(Rev. Cclober 2004) e \ e .
Ceperimestof 5 Tresury identification Number and Certification send to the IRS.

g e Revarun Senioe

Namo {as reported on yous income lsx 1etura)

z.

Business Name, 4 different from above

. ) wndividual Exempl from backup
Checkapropriate box' U] goip propriotor 1 Gamporaton ) Pastaershp L) Other® 01 wanoteing
Address (number, streel, and apt. or suile no } Requester's name and address (optionad)

City. state, and ZIP cexde

List account mimber{s) here {optionat)

Print or type
See Specific Instructions an page

Enter your TIN in the appropriate box. The TN provided must match the name given on Line 1 to aveid Social secerily numbor
backup withholding. For individuals, this is your social security number (S5}, However, for a resident ‘
atien, sole proprietor, or disregarded enlily. see the Parl linstruclions on page 3. For olher entilies. il is

L1

vour employer identification number (EIN). If you do net have a number, see How lo get & TIN on page 3, or
Noto. if the account is in more than one name, see the chart on page 4 for guidelines on whose number J Employer identification number I |
o enler. F

271181l Certification

Under penallies of perjury, | certify thal:

1. The sumber shovn on this ferm is iy coneel laxpayer identilication number {or | am waiting for & number to be fssued 1o me), and

2.1 am nol subjec! te backup wilhholding because: (aj | am exempl from backup withholding, or (0} { have nol been nolified by the Internal
Revenue Service (IRS) that | am subject Lo backup wilkholding as 4 resull of a failure to report all interes! or dividends, or (c) Ihe IRS has
nolified me that | am no longer subject 1o backup withhwlding, and

3. | ama U.S. person {including a U.S. resident alien).

Cetlification instrucions. Yeu must cross oul item 2 above il you have been notified by the IRS that you are currenlly subject lo backup

withholding because you have failed to reporl all interest and dividends on your lax relurn. For real estale fransactions, item 2 does not apply.

Far morigage inlerest paid, acquisiion or abandonment of secured propery, canceliation of debt, contributions to an individual retirement

anrangement {IRA), and generally, payments other than interest and dividends, you are net required lo sign the Cerfificalion, but you must

provide your cerrect TIN. (See the instructlons on page 4.)

Bign | sipnature of
Here U.5. person * Date »

By spming sbove, Furderstand that sy porson who musrepresents a firm's status as a gmall, BUBZone small, small disadvaniaged, wome-owaed of Yetaan
ot Seevice-Disabled Veteran-Chwned Sminll Buxiness concern in ardes 10 obtam a contrsct awarded sder the Small Busimess Act shalb ) e pumshed by
mposition of fine, impoisonment of both, 2) be subpeet 1o admpmsteatier remedics meluding suspension and debarment, and 3) be incligible Tor particspation in
jiragrams conducted under e Authornty of the Act

Required Federal Businiess Clagsification [nformation

| i Teid of of fors per Federal Acquisi Circular (TAC 92013 (LBC) Y M

Large Business Concer:

Small Business Concera: Independemtly owned and operated, and meets indusury siae and receipt (58C) Yo
reguircnients for smabl businesses per SBAFY CFRI2E, Section 3 of the Small Business Act,

Winnan-Owned Small Business: 3s aosmall business and at least 31% owned wud conuelled by one or (WS Yoo N
more women wha are LS. citizens and have sctive imvolvement in day-io-day operations

Smail IHsadvantaged Business: SBA cervlied; munmaan $1% owned, contrelled and operated day-10-day (5128} Yo
by ote of miote sacially and economically disadvantaged individuals *

Histori¢aily Black Coflepes/Universities and Minerity Instilutions: {(NBCUME) Yo N
[IUB Zane Swail Business: SBA centified; is stmall and 15 located in an *hisworicaily underutilized bosiness  (HUR Zone Yoo N
cone” and 18 owned and controlted by ong ag more U8 eituents) and st least 38% of emplovers reside m k333

HUL zone

Yeteran-Owned Smzll Business: ks a small busimess and 1s al feast 315% owaed, controdled and bas active (VOIS Yo

nvolvement i diy-o-diy operations by one of mofe LS veictuns,

Service-Disabled Veleran-Owned Small Business: VOSB and with a disabiliy that s service comected, {SRVOSE) Yo N
may inchude spousesearegiver of veteran with permanent or severe disabiifes

=808 Ethaicity Definilions (Please chvck oncy Alfcan Aehici

. Hispanic American__:
Native Ametican {Amerivan Endian, Eskima, Alewt & Nahive Hawana

. Asan-Pacific Amencan__ L Asiedndin Amenean
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EXHIBIT 4-2 CONTRACT ROUTING FORM

CONTRACT ROUTING SHEET

1. The completion of this form is MANDATQORY for all contracts.
2. This form MUST be attached o alt contract routings.

3. Once you have compleled your portion of the contract processing,
you must nete the date the contract is being forwarded.
Make a copy of this sheet for your files before forwarding
to the next department.

~ SAMPLE

Purpose of
Contract:

SHEET #

101

CONTRACTOR

PROJECT NAME

PROJECT NUMBER

CONTRACT AMOUNT

ACCOUNT NUMBER

Ail copies of the contract have been approved by the CITY ENGINEER and

signed by CONTRACTOR/ARCHITECT/ICONSULYANT

Al copies of the contract have been approved by the DIRECTOR OF PLANNING

AND COMMUNITY DEVELOPMENT

A copies of the contract have een agproved by the DIRECTOR OF FINANCE

All copies of the contract have been approved by the LEGAL DEPARTMENT as

to the Legal sufficiency. (also stamp agproval on signature page & initial).

All copies of the Contract to JEFF DOWNES for Obtaining MAYOR'S Signature.

CiTY CLERK will attest if necessary

Return ALL original documents to the Point of Origin and a ¢copy 1o the
FINANCE DIRECTOR.

Signature of Cily &ngineer

Date Forwarded

TIGRAIUFE OF PERRMG e cior

Dale Forwarded

Signature of Finance Direclor

Dale Forwarded

Signaliure of Atorney

Dale Forwarded

signature of Mayor

Date Forwarded

Signature of Cily Clerk

Date Forwarded

Signature of Empioyee

Dale Received

Nole: If for some reason this contract is not executed, you must relurn this
form with the following explanation:

Revised 9/2008
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EXHIBIT 4-3 ELECTRONIC REQUISITION

PI625102 CITY OF MONTGOMERY 11/15/0%
Purchase Requisition 18:02:20
Number . . . . . : 0000055663
Type . . . . . . . .+ 1 PURCHASE REQUISITION
Status .+« . . 3 ALL ITEMS ON ORDER
Reason .« . . . 1 PARTS
By . . . . . . . . . : AP/EILEEN
Date 11705707
Vendor . 5335 LAWN POWER EQUIPMENT
Contract nbr
Ship to . . . . . AP AUTO PARTS ROCM
Deliver by date o 11/05/07
Buyer . . . . . . . . : (M CAROL MCMELLEY
Fiscal year code C C=Current year, P=Previous year, I=Future year
Type options, press Enter.
5=Display 8=Item extended description
Opt Linedt Quantity UOM Description
B 1 1.00° EA A2Z221000000 AIR CLEANER ASSM. INVE9374
Total: 5.45
F3=Exit F7=Alternate view F9=Print

Fl0=pApproval info PFl2=Cancel F20=Comments
Highlight indicates item has been processed or deleted.

SAMPLE

Revised 9/2008
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EXHIBIT 4-4A PURCHASE ORDER

Fiscal Policy and Procedures Manual

ELECTRONIC
P1314101 CITY OF MONTGOMERY 11715707
Purchase Order Inquiry 18:01:45
P.0O. Number : 270996
Change nbr : Date Ordered . 5.45
S5tatus COMPLETED Invoiced 5.45
Type C CONFIRMING PURCHASE ORDER Liguidated 5.45
Date : 11707707 Balance Lo .0
Vendor : 5335 LAWN POWER EQUIPMENT Last rec : 11/13/07 ETHCMAS
Ship to : AP AUTO PARTS ROOM Last inv @ 11/13/07 $S50GGS
Invoice to FN CITY OF MONTGOMERY Freight amt
Buyer 1 CARCL MCNELLEY Adjustment
Confirm by B/L UNDER LAWN AND POWER Sales tax 0.00%
Ship via 1 LIC. #8456
F.O.B. 1 MONTGOMERY Addt'l tax 3.00%
Freight Retainage % : 0.00%
Contract nbr PDeliver by 11/05/07
Payment Discount 0.00% Order Discount 0.00%
Tarms Nbr days disc due : et User ID . CMCNELLEY
Reguisition HNbr 0000055663 Date : 11/05/07 Date posted : 11/07/07
By AP/EILEEN Acct nbr 0G150007212401
Project
F2=Items F3=Exit F8=Remarks F9=Inveices Fl2=Cancel Fl3=Vender inquiry

Ffl=Rec/Inv Comments

SAMPLE

Revised 9/2008
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EXHIBIT 4-4B PURCHASE ORDER

MANUAL,

RS - ! . x N]
i PURCHASiN(ﬁ AGENT - : : TION (‘FRTIH("AT}- FOR FEDERAL TAXES,
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EXHIBIT 4-5 ELECTRONIC MATERIAL RECEIPT
PI366101 CITY OF MONTGOMERY

Purchase Order Inquiry - Receipt Traasactions

PO Number : 271070
Type option, Press Enter.
l=Select to view detail 6=Print recv report

Receipt Line Date Let ---—-

Opt Tp Number No. Received Quantity UOM S5z User

1D

RH 242151 1 11/16/07 1.00 LT 1 KLAMBETH
RN 242151 2 11/16/07 1.00 LT 1 KLAMBETH
_ RN 242151 3 11/16/07 1.00 LT 1 KLAMBETH
) IN 242169 2 11/16/07 1.00 LT 1 S5UGGS
B IN 242170 1 11/16/07 1.00 LT 1 85UGGS
B N 242171 3 11/16/07 1.00 LT 1 S5UGES

SAMPLE
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11/16/07
15:41:48

Date Time
11/16/07 10:22
11/16/07 10:22
11/16/07 10:22
11/16/07 13:0¢
11/16/07 13:0¢
11/16/07 13:1C

F3=gExit F7=8ort by Recv Date ¥i2=Cancel Flé=Display Comments

F20=Packing slip Ing

PI366102 CITY OF MONTGOMERY

Purchase Order Inquiry - Receipt Record
PO NMumber . . . ¢ 271070
Line RNumber . . : 1 Posted: User Id
Receipt no. . . 242151 Date.
Received by/date: KLAMBETH 11/16/07 Time.
Building . . . : N NONE
Commodity . . . @ AAA MISC NON-~STOCK TTEMS
Sub-commodity . @ 11 MISC SUPPLIES
Item nbhr/desc . NON~INVENTORIED ITEMS FOR

COMMODITY / SUB-COMMODITY
Reference nbr . :
Vendor nhr . . 423 JOHN LEE PAINT CO INC
Assel acct. . . ¢
Bupenditure acct: 00158007212501
Project :

~~~~~~~~~~~ Quantity Information ------------ e
Received Returned Uncested Invoiced Unit
1.00 .00 LB0 1.00

F3=Exit Fl2=Cancel Flé6=Rec/Inv Comments

Revised 9/2008

Cost
L0000

13716707
150470510

KLAMBETH
11/16/07
10:22

Packing Slip No.:
Received ~w-—-me-—-

UOM l.ot s
LT B
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City of Montgomery

EXHIBIT 4-6 VENDOR INVOICE

Fiscal Policy and Procedures Manual

AW,
&V SAFETY COATINGS, INC. 5
. Y9y POST OFFICE BOX 399
'f_ FOLEY, ALABAMA 36536 INVOICE ..
Wgp  IS/OAIIEI FACSIMIE 251/943-3689 071608
FEIN:  43-0781744 INVOICE NUMBER:
E-MAIL: INFO@SAFETYCOATINGS . COM INVOICE DATE DATE DUE
o WEBSITE: WWl.SAFETYCOATINGS . COM 11/05/07 1205707
' SHiP TO: -
CITY OF MONTGOMERY

ACCT . DIV-CARDL FRYER
POST OFFICE BOX 1111
MONTGOMERY

CITY OF MONTGOMERY
TRAFFIC ENG./PW FACILITY

934 NORTH RIPLEY STREET
Al MONTGOMERY (1%
36101 1111 3&LH104 Q000
DIRECT IMQUIRLIES TO: CUSTOMER RELATIONES AT 1-800-557=8810
Account No. i Date Shipped "Shippcti Via COL] FP | F.O.B. Point Torms Your Ordgj,,b-luﬁu;l:}"\\\
SC-18411/05/707 AMA COOPER K| MOMTGOMERY NET 30 DAYS 7708071/
S | Gy | reho | Nl fom g | e
120 120] HROZBS 24105 HI~BUILD TTR-12%2D0 HDCP.RLUE 13.300 1,5%6£.00
&
o
o 2L ¢ A
v o ("“,:
# WE ARPPRECIATE .-fﬁ;,l._JUR BUGINESS
* Contoiner
SUBTOTAL 1, 394,00
L, 596,00
FREGHY OTHER TOTAL |
01 — CARTONS THANK YCU
05~ FIVE GALLON PAiS

AL IMVEICES DUE ARO FAYARIE 1Y
SERVICE CHARCGE O 103, FLR MONTH
B CHARGEID At At

FCCOUNE 1S IOQRWARDED FOR

30 - 30 GALON DRUMS
55 - 55 GALLOM DRUMS
00— MISCEHLANFONS

&)
CORIEC O

Revised 9/2008

FOREY, Bathwar CORsHTY

ORIGINAL
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City of Montgomery

Fiscal Policy and Procedures Manual

EXHIBIT 4-7 FIELD PURCHASE ORDER

1348101 CITY OF MONTGOMERY 11/15/07

Field Purchase Crder Inguiry 18:07:22
IRVOICED

ype information, press Enter. Assigned

Field PO number . AEBB14 Date . . 110707 User . . SHILDRETH

Remarks . MOUNTING BRACKETS FOR FIRFE EXTINGUISHERS/SALVAGETR

Received by . SHILDRETH/GHM

Vendor 0000208 BRENDLE INCORPORATED

Invoice number
Payment due date
Invoice amount .
scount number Project
1164007312601

80828 Involce date . . . 110767
111607 {MMDDYY}
5168.00 Line total . . . . $168.00
Amount Transaction descripticn

$168.00 MFD 10/29/07

3=Exit  F7=Additicnal info F8=Comments F9=Approval infe  ¥l2=Cancel

Revised 9/2008
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City of Montgomery

EXHIBIT 4-10 PETTY CASH RECEIPT

Fiscal Policy and Procedures Manual

PETTY CASH VOUCHER #

PAY OUT
Date:
Amount:
Purpose
Received By:
{Employee’s Signature)
Approved By:
(Custodian's Signature)}
RETURN
Date:

Amount Spent:

Amount Returned:

Received By,

(Employee'’s Signature)

Approved By:

(Custodian's Signature)

Revised 9/2008
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City of Montgomery Fiscal Policy and Procedures Manual

CITY OF MONTGOMERY, ALABAMA
FISCAL POLICY AND PROCEDURES MANUAL

CHAPTER 5
FIXED ASSETS

L CLASSIFICATION OF FIXED ASSET PURCHASES
A.NON-CAPITALIZED ASSETS
Equipment and other assets that cost $1,000.00 to $4,999.99 per item/unit must be coded
(charged) to:
XXX-XXKXK-XXX-53-XX.

Element

Object

Function

Department or Project
Fund

Yy Yy ( [

B. CAPITALIZED ASSETS
Equipment and other assets that cost $5,000.00 or more per item/unit must be coded
(charged) to:
KAXK-KXXXK-XXK-43-X X,

l——» Element
Object

Function
Departiment or Project
Fund

YYy

k4

11. COST CALCULATION
A. COST CALCULATION FORMULA
The cost of Capitalized and Non-capitalized assets should include all normal and
reasonable cost associated with getting the asset in place and ready for use. The
cost per item/unit may include the following,
I. Purchase Price
2. Freight
3. Installation
4. Training cost associated with initial use of the asset

If assets are purchased in a lot or in bulk, the per item/unit cost will determine
the proper classification for that asset.

Revised 9/2008 45



City of Montgomery Fiscal Policy and Procedures Manual

B. DPONATED ASSETS
Donated fixed assets must be valued at the fair market value at the date of
donation.

C. EXAMPLES

1. A City department purchases 10 monitors costing $579.00 each. The total
cost of the invoice including freight is $5,908.00. This transaction would
be expensed due to the per unit cost being under the $1,000 threshold for
non-capitalized assets.

2. A City department purchases a ventilator pump. The pump’s purchase
price 15 $950.00 and reguires special installation by the manufacturer.
Installation charges are $§75.00 and freight charged on the shipment is
$38.19. The ventilator would be coded to XXX-XXXX-XXX-53-01 and
receive a City property tag. The pump would be classified as a non-
capitalized asset because the total cost of the pump is $1,063.19 and falls
within the threshold for non-capitalized assets.

3. The City purchases a dump truck for $158,000.00. The dump truck would
be coded to XXX-XXXX-XXX-43-04 and receive a city property tag.

The dump truck is a capitalized asset.

HI. REQUIRED FIXED ASSET DOCUMENTATION

A, MATERIAL RECEIPT
After a department has obtained proper authorization to purchase a fixed asset,
completed the purchasing process, and received the appropriate asset or
equipment, a manual material receipt form must be completed. The material
receipt form must include:

1. Department which purchased goods

2. Vendor from which goods were purchased

3. Purchase order number associated with this merchandise

4. Date goods were received

5. Quantity received

6. Description of goods

7. Serial number(s) of each item received

8. Unit cost of cach item

9. Total cost

10, Department to charge for purchase

11. Coding

The material receipt form must be dated (actual date goods were received),
signed certifying that the goods were received, and any shortages or damaged
goods should be noted. The original completed material receipt form must
accompany the vendor’s invoice and both documents sent to the Accounting
Division for payment. Documentation for lease purchases must be sent to Rene
Pasley in the Finance Department.

Revised 9/2008 96



City of Montgomery Fiscal Policy and Procedures Manual

For departments that purchase equipment and other fixed assets on behalf of other
departments; i.e. Fleet and IT, the fixed asset number assigned to each fixed asset
purchased must be included with the merchandise description and its serial
number on the material receipt form.

B. FIXED ASSET TAG

Only assets costing $1,000 or more per item/unit must have a City of
Montgomery property tag affixed to the asset. The property tag must be attached
prior to placing that asset into service. Tag placement is the responsibility of the
department purchasing the fixed asset. Fleet Maintenance and IT are responsible
for property tag placement of all fixed assets that flow through their departments
respectively. All other departments will receive property tags along with a copy
of the purchase order for the appropriate equipment or other assets from the
Finance Department. City of Montgomery property tags must be placed on the
asset in an area that is easily readable and tamper proof for audit purposes.

C. DONATED ASSETS

City property tags must be attached to donated assets prior to its placement into
service. Land can not physically be tagged; however, a property number will be
assigned to donated land and maintained in the city’s files.

Supperting documentation for donated land must include a physical address of the
land, legal description of the land, total square footage donated, and fair market
value at the date of donation.

IV. ACQUISITION REPORTING

Departments authorized to purchase fixed assets on behalf of other departments arc
required to report to the Finance Department the fixed asset numbers assigned to cach
fixed asset purchased. Additional information which must be included in monthly reports
to the Fixed Asset Manager in the Finance Department is listed in the Documentation and
Flow section above. Monthly reporting forms are to be obtained from the Fixed Asset
Manager.

Y. FIXED ASSET DISPOSALS

When assets, both tagged and non-tagged, become obsolete and in need of disposal, the
Department Head responsible for the asset must submit a memorandum to the Finance
Department describing why the equipment is no longer needed.

The asset, with its property tags attached, must be sent to the Purchasing Division.
Purchasing will complete the Declaration of Surpius Property form and send it to the
Department Head for signature. A copy of the signed declaration, accompanied by any
other supporting documentation, is sent to the Accounting Manager for processing the
disposal in the accounting system.

Revised 9/2008 97



